Module 4 
eadsheefe Using Excel 2010 



Screen Layout 

This section gives an overview of the Excel screen elements, shown on the 
previous page. Detailed explanations about these elements will be given, 
where relevant, throughout the Examples within this Module, 

Title Bar 

Identifies the application and name of the current worksheet 
Quick Access Toolbar 

Provides buttons for the most frequently used commands. 
The Ribbon 

Access to all Excel commands. 

The Ribbon includes the [File] tab, which enables you to create, open, save 
and send files; as well as protecting, previewing and printing them. It is also 
the place to set options for Excel. The features contained within the [File] tab 
are known as Backstage view. 

The Quick Access toolbar and Ribbon are the components of the Office Fluent 
user interface. This will be described in Exercise 2. 

Formula Bar 

Displays the entry in the cun^ently selected cell. Can be used to insert or edit 
cell entries. 

• The [Insert Function] button opens the Insert Function dialog box 

o To access all the Excel functions and to give help in using them 

• When you are editing a cell, a cross and tick will be displayed to the left of 
the formula bar 

o The cross can be used to cancel the entry or edit 

o The tick can be used to confirm the entry or edit ^ ^ j 

To the right of the Formula bar, the [Expand Formula 

Bar] button will increase the depth of the Formula bar, If you have a long 

entry in a cell. 



Name box 

Displays the active cell or range reference and accesses named ranges. 
Work Area 

The entire worksheet and all its elennents, including cells, gridlines, row and 
column headings, scroll bars, and sheet tabs. 

Each worksheet contains 16,384 columns and 1,048,576 rows. By default, a 
workbook contains 3 sheets. The number of sheets that can be inserted into 
a workbook is determined by available memory. 

Selected Range 

If a single cell is selected, it is outlined in black. 

If a range is selected, the range is outlined in black and all cells within that 
range are highlighted, with the exception of the cell that is currently displayed 
in the fomiula bar, which is not highlighted. 

Pointer 

As you move the pointer, it will change its appearance according to which 
part of the screen it is over and what is currently selected. 

Insertion Point 

When editing, a flashing ] beam shows where the next character will appear 
Sheet Tab 

Tabs at the bottom of the workbook window display the names of sheets. 
Click a sheet tab to view that sheet and make it active. To scroll through 
sheet tabs, use scrolling buttons to left of tabs. 



status Bar 

Bar across the bottom of the Excel window displaying information about a 
selected command or an operation in progress. 

On the left side Is the Mode Indicator, which indicates your current status: 

• READY Excel is waiting for your next entry or command 

• ENTER Press [ENTER] before issuing next command 

• EDIT You are editing an entry in a cell 

When a range of cells is selected, by default the status bar displays the 
'average', 'count' and 'sum' of data in the selected cells. 

The information to be displayed on the Status bar can be amended by right- 
clicking over the Status bar, to display a menu of available items. 

Page view buttons 

Change the way the page is viewed. Options are [Normal], [Page Layout] 
and [Page Break Preview]. 

Zoom level 

To adjust page magnification on screen. 
Scroll Bars 

Shaded bars to the right and bottom of a window. To view different parts of 
the spreadsheet: 

• Click the scroll bar arrows at top and bottom of a scroll bar 
o To move one row or column in any direction 

• Click either side of the scroll box 

o To move one screen in any direction 

• Drag the scroll box 

o To move to other parts of the workbook 



other terms and explanations 



Dialog Box 

A window where options can be selected, that relate to a required command. 
A typical example is the Font dialog box. 

Ribbon [Home] [Font] - clicking the dialog box launcher at the bottom right of 
the Font group will open the [Font] dialog box. This gives options to choose 
how and where you want your text formatted. 

Other dialog boxes give you similar, task related options. 
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Move around in a worksheet 

A worksheet consists of columns nanrred with a letter and rows identified by a 
nunnber The first cell in the top row, left column is therefore Al Cell A1 is 
called the HOME cell The Name box on the formula bar displays where the 
cell pointer is. 

The scroll bars can be used to view different parts of a worksheet, without 
changing the currently selected range or cell. 



If you prefer to use the keyboard to move around the worksheet, the following 
keyboard combinations are available in Excel: 



Action 


Result 


Click a cell 


To enter or edit data in that cell 


Arrow keys 


Move one cell in any direction 


Tab] 


Move one cell to the right in a worksheet 


[Ctrl] + Arrow key 


Move to the end of the current data region in any direction 


[Shift] + Arrow key 


Extend selected range by one cell in any direction 


[Home] 


Move to the beginning of the row 


[Ctrll ■»■ [Home] 


Move to cell A1 


[Ctrl] + [Shift] + [Home] 


Extend selected range to cell A1 


[Ctrl] + [End] 


Move to the last used cell on the worksheet (bottom right 




corner) 


[Ctri] + iShift] + [End] 


Extend selected range to the last used cell on the 




worksheet 


[Ctrl] + A 


Select current range. Press again to select entire 




worksheet 


[Enter] 


Complete data entry and, by default^ select cell betow 


[F5] 


Open Go To dialog box to enter cell reference required 


[Page Up]/[Page Down] 


Move one screen up or down 


[Alt] + [Page Up]/ [Page Down] 


Move one screen to the left/right in a worksheet 


[Ctd] + [Page Up]/ [Page Down] 


Move to the previous/next sheet in a workbook 



Enter data using shortcut keys 

The following keyboard shortcuts are available when entering and editing 
data in cells: 



Action 


Kesuii 


[ENTER] 


Complete a cell entry and, by default, move down a cell 


iCTRL]+[ENTER] 


Fill the selected cell range with the current entry 


[SH!FT]+[ENTER] 


Complete a cell entry and move up in the selection 


[ESC] 


Cancel a cell entry 


[F4]0f [CTRL]+[Y] 


Repeat the last action 


[ALT]+[ENTER] 


Start a new iine in the same cell 


[BACKSPACE] 


Delete the character to the left of the insertion point, or delete 




the selection 
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the selection 


[CTRL]+[DELETE] 


Delete text to the end of the line 


[F2] 


Edit a cell entry 


[CTRL]+[D] 


Fill down 


[CTRL]+[R] 


Fill to the right 


[CTRL] + [X] 


Cut the selected range 


[CTRL] + [C] 


Copy the selected range 


[CTRL] + [V] 


Paste the last clipboard entry 



Work in cells or the Formula bar using shortcut keys 

In addition to accessing Excel commands through the Ribbon and Quick 
Access toolbar, the following keyboard commands are available: 



Action 


RosuTt 


= (equ3l sign) 


oian a roiTnuia 


[ESC] 


uanoei an oniry in me ceii or Tormuid oar 


[F2] 


Edit the active cell 


[BACKSPACE] 


Edit the active cell, clear it, or delete the preceding 
character in the active cell as you edit the cell contents 


[Ctrl] + 1 


Display the Format Cells dialog box 


IF9] 


Calculate all sheets m all open workbooks 


[SHIFT|+[F9] 


Calculate the active worksheet 


[ALT]+[=] (equal sign) 


Insert the Auto Sum formula 


[CTRL]+[;] (semicolon) 


Enter the date 


[CTRL]+fSHIFT]+[:J (colon) 


Enter the time 


tCTRLl+[SHiFT|+r'] 
(quotation mark) 


Copy the value from the cell above the active cell into the 
cell or the formula bar 


[CTRL]+['] (apostrophe) 


Alternate between displaying cell values and displaying 
cell formulae 


[CTRL]+['] (apostrophe) 


Copy a formula from the cell above the active cell into the 
cell or the formula bar 



Example 1 - Enhancing productivity 

Exercise 1 Open a spreadsheet application 

• From the Task Bar at the bottom of the screen, click the [Start] button 

• Select [All Programs] [Microsoft Office] [Microsoft Office Excel] 

o Microsoft Excel will open, with a new, blank workbook on screen 



Exercise 2 The Ribbon and Quick Access toolbar 



The Ribbon and the Quick Access toolbar are located at the top of the Excel 
window. They make up the "Office Fluent user interface" - the place to find 
all the tasks and functionality needed to use Excel effectively and efficiently. 

The interface, and other Excel options, can be customized, as will be shown 
in this Exercise. However, this courseware will assume that default settings 
are in place throughout Excel. 




The Ribbon 
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The Ribbon gives access to all the Excel commands. It consists of tabs, 
which contain groups of buttons to carry out Excel commands. 




Each tab contains commands based around one type of Excel task. 

Each group within a tab contains a set of sub-tasks related to the tab. 

The buttons in each set of sub-tasks either carry out a specific command, or 
display a sub-menu of commands. A button is clicked once to activate it. 



Dialog box launchers 

Some groups have a dialog box launcher at the bottom right of the group. 
The dialog box associated with this group will be opened when the launcher 
Is clicked. For example, clicking the [Font] group dialog box launcher will 
open the [Font] tab of the Fonnat Cells dialog box. 
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Context specific tabs 



There are additional tabs that only appear when relevant for the task you are 
carrying out. These are known as contextual tabs. 

Contextual tabs contain the tools necessary to work with a selected object, 
such as a table, a picture or a drawing. When one of these objects is 
selected, the name of the contextual tools will appear in a different colour 
above the tabs, and the relevant contextual tabs will appear to the right of the 
standard tabs. 




The contextual tools and tab for pictures 



Restore, minimize the Ribbon 

It is not possible to remove or hide the Ribbon, but it can be minimized, so 
that only the Ribbon tabs appear on screen. 



To minimize the Ribbon 

• At the right of the Ribbon, click the [Minimize the Ribbon] button 
o To hide the Ribbon groups and sub-tasks 
o To view only the Ribbon tabs 
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While the Ribbon is minimized: 

• Click a tab heading 

o To view the groups and sub-tasks for that heading 

• Click the heading again 

Q To hide the groups and sub-tasks for that heading 



To restore the Ribbon 

• At the right of the Ribbon, click the [Expand the Ribbon] button 
o To view the Ribbon tabs, groups and sub-tasks 




The File tab 

The [File] tab is known as 'Backstage view' in Office 201 0» and is the place 
for all workbook management tasks, ft contains commands for opening, 
saving and closing your workbooks. It also contains tabs to manage all the 
actions that need to be carried out for workbooks, such as printing, sharing 
and protecting them. 
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The Quick Access toolbar 



The Quick Access toolbar is intended to display the comnnands you use most 
frequently. By default, it displays the [Save], [Undo] and [Redo] buttons. You 
can customize the toolbar by adding to it comnriands that you use regularly. 
These commands will then be permanently on display, regardless of which 
Ribbon tab you have selected. 




Customize the Quick Access toolbar 

• Click the drop down arrow to the right of the Quick Access toolbar 

o To view a list of the most common buttons that you may wish to add 
o The buttons that are currently displayed on the Quick Access toolbar 
will have a tick to their left 

• Click on a button that is not currently displayed 
o To put a tick to the left of this button 

o To display it in the Quick Access toolbar 

• Click on a button that is currently displayed 

o To remove the tick from the left of this button 
o To remove it from the Quick Access toolbar 
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If you wish to add further commands that are not shown in this list, the 
[More Commands...] button will open the Excel Options dia!og box at the 
Customize the Quick Access Toolbar screen. From here, you can select any 
Excel commands to add to the Quick Access toolbar. 
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The Quick Access toolbar drop down button also has the option to 

[Show Below the Ribbon], in order to display the Quick Access toolbar below 

the Ribbon. 



Exercise 3 Use magnif ication/zoom tools 



The zoom level for a worksheet determines the size that the cells of that 
worksheet are displayed on screen. This enables you either to see more of a 
spreadsheet on screen at one time; or to see greater detail in specific cells. 
The larger the zoom percentage selected, the larger the cells are displayed 
on screen. The zoom level for each sheet in a workbook can be amended 
independently. 

The [Zoom] slider bar is located at the right of the status bar. 

• Click the [-] sign at the left of the [Zoom] slider 

o To zoom out and reduce the size of the worksheet cells 

• Click the [+] sign at the right of the [Zoom] slider 

o To zoom in and increase the size of the worksheet cells 

• Click and drag the [Zoom] marker to the left or right 
o To amend the zoom level of the worksheet cells 




• Click the [Zoom level] percentage at the left of the [Zoom] slider bar 
o To open the Zoom dialog box 

• In the Zoom dialog box, select a specific magnification percentage for 
your worksheet and click [0K| 
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You may like to know- 

Alternatively, Ribbon [View] [Zoom] contains the following buttons: 

* [Zoom] 

o To open the Zoom dialog box 

* 1100%] 

o To zoom the worksheet to 100% normal size 

* [Zoom to Selection] 

Q To make the currently selected range mi the entire window exactly. 
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Exercise 4 Set basic options/preferences in the Qpptication 



It is possible to change some of the default options that are used each time 
you work with the spreadsheet. However, if the options and preferences 
have already been set by your school or organisation, you should adhere to 
them. 

These preferences are stored on screens in the Excel Options dialog box: 



Ribbon [File] click the [Options] button 
o To open the Excel Options dialog box 



^ options 



User name: 

This is the name used when inserting user fields into documents. 

• In the left pane, select [General] 

o To view the most frequently used options in Excel 

• In the [User name] field of the Personalise your copy of Microsoft Office' 
section, type in the name you wish to be entered any time you insert the 
[User name:] field into a document 




Note that this will personalise your user name for all your Microsoft Office 
applications. 



Default folder to open, save spreadsheets: 

The default file location is the drive and folder you would normally use to 
save workbooks to, and from where you will open existing workbooks. 

• In the left pane of the Excel Options dialog box, select [Save] 

o To view the fields where you can customise how workbooks are 
saved 

• In the [Default file location] of the "Save workbooks' section, type the file 
path of the folder you wish to view each time you select to [Open] or 
[Save] a file. 

• Click [OK] 

o To close the Excel Options dialog box 




Exercise 5 Use available Help functions 



• Click the [Microsoft Office Excel Help] button at the right of the ^ 
Ribbon 

o To view the Excel Help dialog box 

o If your computer is online, you will view Office Online help, in addition 
to the help contained with the Excel program. 

Keyb^jard shortcut = 

• mi j 



View a help topic 

The Help dialog box opens with a selection of topics. 

• Click one of the topics 

o To view sub-menus of help available concerning the topic you have 
selected 

• Click a sub-menu 

o To view sub-categories of help concerning the sub-menu you have 
selected 

• Select further sub-categories, as relevant 

o Until you view the help text for the topic you have selected 
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Some of the words in the help text may be in a different colour, 

• Click these words 

o To view an explanation of the words 

• Click the words again 

o To hide their explanation 

• Click [+ Show All] at the top of a help topic 

o To view ail the explanations in this topic 

• Once you have shown all the explanations for a topic, click [- Hide All] 
o To hide the explanations 



The Help toolbar buttons 

The following buttons are displayed across the top of the Help dialog box: 




• [Back] 

o Go back to the previous screen 

• [Forward] 

o Return to the screen you were viewing before you clicked [Back] 

• [Stop] 

o Stop a help page uploading to the Help dialog box 

• [Refresh] 

o Refresh an online help page with the latest information available 

• [Home] 

o Return to the initial Help screen 

• [Print] 

o Open the Print dialog box, in order to print all or part of the current 
Help topic 

• [Change Font Size] 

o Make the font size in the Help dialog box larger or smaller 

• [Show Table of Contents] 

o View the Help Table of Contents to the left of the Help dialog box 
o When the Table of Contents is showing, the icon will change to an 
open book. Click this, to hide the Table of Contents 

• [Keep on Top] 

o Toggle between keeping the Help dialog box on top of your Excel 
worksheet whilst you are working and not keeping it on top 



Table of Contents 



The Table of Contents contains headings for the complete Help manual. 

• If the Table of Contents is not showing, click the 

[Show Table of Contents] button at the top of the Help dialog box 
o To view the Table of Contents to the left of the Help dialog box 

• Select one of the headings with a book icon to its left 
o To view the help topics available for that heading 

• Select a help topic with a question mark to its left 
o To view the help text for that topic 
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Search 

The Search field is below the toolbar buttons. 

• Type the name of the help topic you wish to view and press [Enter] 

o To view a list of the help topics that nnatch the text you entered into 
the Search field 

• Select the nnost appropriate entry frorri the list 
o To view the help text for that topic 

• Click the [Back] button on the toolbar 
o To return to the list of help topics 

o To be able to select a different topic fronn the list 
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Context- sensitive help 

The [Help] button appears at the top right of dialog boxes. 
• Click the [Help] button in a dialog box 

o To view help on topics specifically relating to the dialog box 



Exercise 6 Close a spreadsheet QppliCQtion 



When you have finished working with Excel, it is good practice to close the 
program, so that it does not restrict your computer's performance. 



Ribbon [File] click the [Exit] button 

o To close down Excel as well as this workbook 



g Exit 



Alternatively, clicking the [Close] button at the top right of the screen will 
close any Excel workbook open in the current window and, if this is the only 
Excel workbook open, it will also close down Excel. 
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Example 2 - Trip to France 
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This Example will create and save a workbook, containing the outline of the 
details needed to record attendance on a trip abroad. The workbook will also 
be saved as a template. A tennpiate is a document containing details you 
want to repeat in future workbooks, such as text, layout and formatting, 

The next Example will show you how to use a copy of this workbook to 
record attendance on a particular trip. 

Exercise 1 Open Microsoft Excel 

• From the Task Bar at the bottom of the screen, click the [Start] button 

• Select [Alt Programs] [Microsoft Office] [Microsoft Office Excel] 

o Microsoft Excel will open, with a new, blank workbook on screen 



Exercise 2 Work with cells 



This exercise will insert text in cells, select cells and ranges, and apply 
formatting to the cell contents. 

Understand that a cell should contain only one element of data 

Each cell in this spreadsheet contains only one element of data. For 
example, Column A contains the students' first names and Column B, the 
students' last names. It is important when creating spreadsheets to follow 
the practice of only putting one data element in each cell, in order that each 
element can be used individually in fomnulae and calculations. 

Recognise good practice in creating lists 

When creating lists of information in a spreadsheet, there are several points 
of good practice to remember, in order that the list functions available within 
Excel can operate correctly: 

• Avoid blank rows and columns in the main body of the list 

• The ceils bordering the list should be left blank 

• If a Total row is to be added at the bottom of the list, insert a blank row 
before the Total row 



Enter text in a cell 

• Click cell A1 

o To select that cell 

• Type "Trip to France" and press [Enter] 
o To complete the entry in cell A1 

o The cursor should move to cell A2 

o The text will be aligned to the left of the cell 

By default text is aligned to tfie left of a cell; dates and numbers are 
aligned to the right. Numbers and dates can be typed into cells in the 
same way as entering text This will be shown in the next Example, 
when the template is used to record attendance on a particular trip. 



Select Q cell, range of adjacent cells 

You jusf selected an individual cell by clicking it. It is possible to select a 
range of cells, to carry out an action that affects all the currently selected 
cells, 

• Move the pointer over cell A1 

• Click and drag the pointer across to cell F1 
o To select cells A1-F1 

You will need to know: 

Select a rar^e of non-adjacent cells 

This will select the range A5-F5 m addition to the range Al-Fl 

• Ensure that the range Al-Fl is still selected 

• Move the pointer over cell A5 

• Hold down the [Ctrl / key 

• Whilst the [Ctrl] key is held down, click and drag the pointer across to cell 
F5 

o To Select this range in addition to the range Al-Fl 

This procedure can be used to select as many non-adjacent cells and ranges as 
necessary. 



Select an entire worksheet 

To select the entire worksheet click on the rectangle to the left of column A 
and above How 1 Any changes you make while the entire worksheet is selected 
will affect all cells in that worksheet. 
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Exercise 3 Formatting 



Werge cells and centre a title in a merged cell 



• Ensure that only the range A1-F1 is selected 

m Ribbon [Home] [Atignment] - click the [Merge and Center] button 



o To centre the heading across columns A - F; the selected range, 
which contains the columns to be used in the register 



Right aickt 

» [Format C^IH.. ] 

• [AligmnBinlJ tab 

• Text Control - click 
[Merge Cells] 

• Text AWgr^m^ryf - select | 
[Center] in the 
Horizontai f ietd 



Change cell content appearance 

• Ribbon [Home] [Font] - dick the drop down arrow to the right of the [Font] 
button 

• Scroll through the list of available fonts and select Comk Sans MS ' 
[Comic Sans MS] 

o To change the [Font] for the heading 



Ribbon [Home] [Font] - click the drop down an^ow to the right of 
the [Font Size] button 

Select [14] from the list of available font sizes 
o To change the [Font Size] for the heading 
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You may tike to know- 

Ribbon [Home] [Font] - the [Grow Font] and [Shrink Font] buttons will 
increase or decrease the current font size of the selected range by one point 
up to point size 12, and subsequently 2 points, each time you click them. 



/ou will now enter the column headings in Row 3. Don't worry if the text 
joesn^t fit properly in the cells as you type - this will be addressed later in 
:his Example, 

• In cell C3 type the heading "Confirmed" 

• Press the Right arrow on the keyboard 
o To move to cell D3 

• Type the heading "Deposit" 

• Continue in this way to cell G3, entering the following headings 
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Confirmed Deposit Saiance Present 



• Move the pointer over cell C3 

• Click and drag the pointer across to cell F3 
o To select cells C3-F3 



Apply formatting to cell contents 



m Ribbon [Home] [Font] - click the [Bold] button 
o To format the selected headings to be bold 

• Ribbon [Honne] [Alignment] - click the [Center] button 
o To format the headings to be centred 



Vau will need to know: 
Italics 

• Ribbon [Home J [Font] - click the [Italic J button [ I \ 

o Formats entries to be italicised 



Underline 

• R/bbon [Home J [Font] - click the drop down arrow 
to the right of the [Underline] button 



u 






'1 




Uftderline L 
D-jubklindefitne i 



Formats entries to be underlined or double underlined 



To obtain the full range of cell formatting available: 
• Ribbon [Home ] [Font] - click the Dialog Box | 
Launcher 

o Opens the Format Cells dialog box 
The tabs will give access to the various formatting options 
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K«yb«ard shortcut: 

• To viflw Formal Cells 
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y<^^ ^/^^ know: 
i^j^^ Ribbon [Home] [Styles] - the [Cell Styles] button gwes access to a large 



selection of pre-defined styles for your selected range. These contain 
all the cell formatting options. 
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Vbi/ may like to know: 

When you highlight all or part of a cell entry, a mini toolbar is displayed next to 
the highlighted data. This displays the most commonly used font formatting^ 
and is a quick way of formatting your highlighted entry. The mini toolbar is 
very faint until you move the pointer over if when it becomes more prominent 























Calibtt 



Exercise 4 Rows and Columns 



This Exercise will insert a column between the 'Balance' and Present' 
columns, in which the date that the balance is paid can be entered. The 
column widths will then be modified, to fit the headings. 

Select a column 

• Move the pointer over the column header 
o To change the pointer to an arrow 

• Click over the header for column F 

o To highlight and select the whole of column F 

You will need to know 

Select a range of adjacent columns 

• Click and hold the pointer over the header for column Cand drag it across 
to column & 

o To highlight columns C to & 
To select non-adjacent columns 

• Click over the header of the first column you wish to highlight 

• Hold down the [Ctrl] key an the keyboard and click over the header for the 
next column you wish to highlight 

• Keep the [Ctrl] key held down, and click on the header(s) for any other 
columns you wish to add to the selection 

To select a row, adjacent and nan-adjacent raws 

Rows are selected using the raw numbers in the left margin 

• Follow the same procedures as above for columns, selecting the relevant row 
number(s) in the left margin 

To deselect raws or columns 

• Click away from your currently select rows or columns to deselect them 



Insert a column 



Ensure column F is selected 

Ribbon [Home] [Cells] - click the drop down 

arrow to the right of the [Insert] button 

o To view the Insert options 

Click [Insert Sheet Columns] 

o To insert a new column F 

o To move the contents of column F to column G 
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You may like to know: 

V 

^^^1^ A small brush will be showing to the right of the inserted column Move the 
pointer over the brush and click the drop down arrow to its right, to view the 
column formatting options. By default, the inserted column wilt have the same 
formatting as the column to its left 
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• Select cell F3 and type "Date Balance Paid", then press Enter 



/ 



You will need to know: 
Insert multiple columns 

• Select the calumn(s} where you need to insert new column(s) 

• Ribbon [Home] [Cells] - click the drop down arrow to the right of the 
[Insert] button and select [Insert Sheet Columns] 

o To Insert column(s} to the left of the highlighted column(s) 
o To move the contents of the highlighted columns to the right 

Insert rows 

• Select the row(s) where you wish to insert new raw(s) 

• Ribbon [Home] [Cells] - click the drop down arrow to the right of the 
[Insert] button and select [Insert Sheet Rows] 

o To insert new row(s) above the highlighted row(s) 

Delete rows and columns 

Rows and columns can be deleted in a similar manner 
o Select the rows or columns you wish to delete 

• Ribbon [Home] [Cells] - click the drop down arrow to the right of the 
[Delete] button and select [Delete Sheet Rows] or [Delete Sheet Columns] 
as required 

o The selected rows or columns and their contents will he deleted 

Be aware that this will delete the entire rows or columns - which could 
contam entries in rows or columns you cannot see on screen at present 





• Ensure that you do not delete any of the rows or columns you are using! 



Apply text wrapping to contents within a cell, cell range 



If a cell contains more text than can fit in the cell, as is the case with cell F3, 
text wrapping will 'wrap' the text onto multiple lines in the ceil, rather than it 
being 'cut off' or overflowing onto the next cell. 

We will apply text wrapping to all the cells containing the headings (cells C3- 
G3). Don't worry if the text wrapping splits words onto multiple lines at this 
point, we will address this next 



Setectthe range C3-G3 

Ribbon [Home] [Alignment] - dick the [Wrap Text] button 
o To wrap the text in the selected range 
o To increase the depth of the row(s) in the cunrent range as necessary 

for the number of lines of text required in the cell containing the most 

text 



UiQht Click: 

* (Forfflflt Ce\{s. ) 

* Select [AlignmcinTj tub 

* Tick [Wrap toftj 



You will need to know: 

Text wrapping m a sir^ie cell 

If a single cell was selected, text wrapping would be applied to just this cell 
However, this action would modify the depth of the entire row containing this 
cell 



Modify column widths, row heights 

There are several ways to amend the widths of columns and the depth of 
rows. We will now amend the widths of columns C-G to fit the headings 
better into the cells, and will increase the depth of the rows into which we will 
shortly enter the students' names. 

• Select columns C to G and experiment with the following methods 
o To get the best fit for each of the columns C-G 



Modify column width manually 

• With the pointer as a double-ended arrow on the line to the right of one of 
the highlighted letters, click and drag the pointer slightly to the right 

a To increase the width of the selected columns 

o To view a box showing the changing width of the selected colunnns 

To specify an exact value for a column width 

• Right click over the column header 
o A quick menu will open next to the pointer 

• From the quick menu, select [Column Width 

• In the Column Width dialog box, enter the 
value required for the column width 
(The measurement value shown will be the default 
for your computer - inches, centimetres or 
millimetres) 

Optimal column width 

• With the pointer as a double-ended arrow on the line to the right of one of 
the highlighted letters, double-click 

o To make each highlighted column exactly wide enough to fit its entry 
Modify row height manually 

• Move the pointer over the row numbers and highlight rows 4-13 

• With the pointer as a double-ended arrow on the line beneath one of the 
highlighted numbers, click and drag the pointer down slightly 

D To increase the height of the selected rows 

o To view a box showing the changing height of the selected rows 

To specify an exact height for a row 

• Right click over the row header 
o A quick menu will open next to the pointer 

• From the quick menu, select [Row Height 

• In the Row Height dialog box, enter the value 
required for the row height 



Column Width 




Column width 1 Q 




il 1 [ 


Caocd ] 





itow- Height [|^ 

i Row height; 



Optimal row height 

• With the pointer as a double-ended arrow on the line below a row header, 
double-click 

o To nnake the currently selected row{s) deep enough to fit their entries 



You may like to know- 
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Filter *■ Seie 


Ribbon [Home] [Cells] - the [Format] button will also 




give access to Raw Height and Column Width options. 




AutoFjt Row Height 


including specific and optimal width and height 


** 


CoJumn Width.,. 
Auto Fit LoJumn Width 
Ddau[t Width- 



Enter students' names 

• Starting in cell A4 type the name "Sue" 

• Press [Enter] on the keyboard 
o To move to ceil A5 

• Type "Paul" 

• Continue to enter the students' first names and last names in columns A 
and B, as shown below: 
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Sue 


Kent 
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Paul 


Marshall 
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Mark 


Jones 
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Wendy 


Hilton 
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Ian 


Thomas 
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Jayf*e 


Martin 


10 


Tina 


Edwards 


11 


Alan 


Holt 


12 


Jean 


Smith 


13 


Mary 


Roberts 







You Will need to know: 

Freeze, unfreeze row and column titles 

When you have a worksheet that contains more rows or columns than can fit on 
screen at one time, it is possible to keep visible the rows and columns that 
contain the headings as you scroll through the worksheet. 

To freeze only the top row or first column of the worksheet: 

• Ribbon [ View] [Window] - click the [Freeze Panes] button 
o To view the freeze panes options 

• Select [Freeze Top Row] 

o To keep the top row of the worksheet visible whilst scrolling 

• Select [Freeze First Column] 

o To keep the first column of the worksheet visible whilst scrolling 

i ^ •" — ", mm\ \ 

Xhf ywork sheet stTOiH ilMJid on cotrent iftSeftSonj, 

Kfep me top row yiahbK ^tMi s cralnnQ thr^^it^h 
tii« i«it cr iha v'^oik sheet 

Mf p tti« f tist coEunin vi:.'ible vi'tkel^ soollmi^ 
thrat^jh th* fest of the Vrark!h4#t. 

To freeze specific rows and columns: 

• Select the cell in the row below the rows you wish to freeze, and the column 
to the right of the columns you wish to freeze 

(For example, to freeze rows 1-3 and columns A-B, select cell C4) 

• Ribbon [View] [Window] - click the [Freeze Panes] button 
o To view the freeze pones options 

• Select [Freeze Panes] 

o To view solid lines indicating where the panes are frozen 
o To keep the rows above and the columns 

to the left of your current cell visible 

while scrolling 




To unfreeze panes: 

• Ribbon [View] [Wmdow] - click the [Freeze Pones J button 
o To view the freeze panes options 

o To see thot [Unfreeze Panes] is an option, now that you have frozen 
panes 

• Select [Unfreeze Pones] 

o To unfreeze the frozen pones 



Freeze Pants •] J urdmt :M \ Workspace VAi 



Unfri*ic Pane-i 

Unlock aM row5 and columns tQ scroll 
through the entire vwofksheet 

Freeze Top gow 

Ksepthetof) row miblt whH^ 5 crofting 
through the rest of the worksheet. 
Free^ First Catumri 

Keep tfic first c-3i*jmn visibfe wh\l^ 5crolJing 
through the rest of the wort: sheet. 



Exercise 5 ^lign cell contents 



By default, text entered into cells Is horizontally aligned to the left, whilst 
numbers are horizontally aligned to the right. Both text and numbers will be 
vertically aligned at the bottom of the cell. The alignment of cell contents can 
be amended both horizontally and vertically. In addition, the cell contents 
can be 'turned round' by amending their orientation. 



i^tign cell contents horizontally 

• Highlight cells A4-B1 3 

• Ribbon [Home] lAlignment] - click the [Align Text Right] button 
o To format the students' names to be right aligned 

Click the [Align Text Left] and [Center] buttons in Ribbon [Home] 
[Alignment], to select an alternative horizontal alignment for your 
currently selected range. 




AUgn celf contents vertically 

• Highlight cells C3-G3 

• Ribbon [Home] [Alignment] - dick the [Top Align], 
[Middle Align] or [Bottom Align] button 

o To select a vertical alignment for cells C3-G3 



Adjust cell content orientation 



Ensure ceifs C3-G3 are still highlighted 



Ribbon [Home] [Alignment] - click the drop down arrow to the j j 

right of the [Orientation] button 

o To view the orientation options available 

Experiment with the different options 

When you have looked at all the options, select [Angle Counterclockwise] 
o To amend the orientation of the selected range 
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Exercise 6 Add border effects to a cell, cell range 

This will add lines around parts of the table, and amend the colour of those 
lines. 

• Move the pointer over cell A3 

• Click and drag the pointer across and down to ceil G13 
o To highlight the range A3-G13 

• Ribbon [Home] [Font] - click the drop down arrow to the right of 
the [Borders] button 

o To view the preset border options available 

• Click the [All Borders] button 
o To insert a single line around every ce)l 

• Ribbon [Honne] [Font] - click the drop down arrow to the right of the 
[Borders] button 

• Click the [Line Color] button 
o To view the line colours available 

• Select a colour for the borders you have 
just inserted around your selected cells 
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If your pointer has become a 'pencil', click [Esc] on the keyboard 
o To return the pointer to a cross 



' • (FQi-mai CtWs ] 
I • Sekct [Borders] tab 
, * Rnr^ of Qortiter [LireJ 
and [(Color] effects 



You will need to know- 
Add border effects to a single cell 

The same procedures would be used to apply borders to a single cell 



Apply different colours to cell content, cell background 

This will amend the colour of the font used in some ceils and the colour of the 
background of some cells, 

• Select the range A4-A1 3 

Cell content 

• Ribbon [Home] [Font] » click the drop down arrow to the right of f^T 
the [Font Color] button 

o To view the available font colours 

• Select a colour from those available 

o To change the colour of the cell contents in the selected range 



[Fill Color] button 

o To view the available fill colours 
♦ Click on one of the lighter colours available 

o To change the colour of the cell background in the selected range 



You may /ike to kmw' 

Both the [Font Color] and the [Fif/ Color] buttons show the most recently 
selected colour Clicking one of these buttons, rofher than the drop down 
arrow, will select the colour that is shown for the Font or Fill of the currently 
selected range, rather than showing the palette of available colours. 



Cell background 




# Ribbon [Home] [Font ] click the drop down arrow to the right of the 




Copy the formattirtg from a cell, cell range 



It would have been possible to format the students' last names at the same 
time as their first names, by selecting the range A4~B13 before applying the 
formatting. However, we will now learn how to copy the cell formatting from 
one cell or range to another, by copying the formatting from the students' first 
names to the range containing their last names. 



• Select cell A4 

• Ribbon [Home] [Clipboard] - click the [Format Painter] button 
o To copy the formatting that is contained in cell A4 to the 

clipboard 

o To attach a paint brush to the pointer 

• Click and drag the pointer from cell B4 to cell B13 

o To copy the formatting from cell A4 to the range B4~B13 



You Will need to know: 

If you highlighted a cell range before clicking the [Format Painter] button, 
then selected a single cell the formatting would be copied to a range of the 
same dimensions as the initial range: storting in your currently selected celL 



^^fk You may like to know: 

^ ^^^^1^ • Oouble-click the [Format Painter] button, to apply the same formatting to 
multiple cells or ranges in the workbook 
• Once you have finished with the Format Painter, press the [Esc] key on the 
keyboard 

o To 'turn off the Format Pointer 



Exercise 7 Save the file 



In this exercise, the file will first be saved as a workbook document, and will 
then be saved as a template. The template could be used to create new 
workbooks containing all the data and formatting that you have already 
entered into the current file - thus saving time if you wish to record details for 
future trips. 

Save a spreadsheet to a location on a drive 

It is very important to save your documents regularly while you are working. 
This ensures that, if there is a power cut or some other problem with your 
computer, you do not lose any changes you have made to the document. 



Or 

• On the Quick Access Toolbar, click the [Save] button 



o To open the Save As dialog box 

The Save As dialog box opens because this is the first time the file 
has been saved and Excel needs to know the name for the file, and 
the location to which it is being saved. If [Save] is selected again 
once the file has been saved, the dialog box will not open, but the 
existing file will be updated with any changes you have made. 



Either 



• Ribbon (File] click the [Save] button 



li Save 




• Type an appropriate name in the [File name:] field 

• Ensure that [Excel Workbook] is selected in the [Save as type:] field 
o So that the file will be saved as a workbook 

Either 

• Accept the file location displayed at the top of the Save As dialog box 
o To save the workbook in your default file location 

Or 

• Navigate through the drives and folders in your filing system 

o To select a specific folder in which you wish to save the workbook 

• Click [Save] 

o To save the workbook in the specified folder 
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Save a spreadsheet as anather file type 



• Ribbon [File] click the [Save As] button ^ ^^^^ 
o To open the Save As dialog box, in order to be " 

able to choose an alternative file format 

• Click the drop down button to the right of the [Save as type:] field and 
scroll through the list to find and select [Excel Template] 

o The [Tennplates] folder will then be selected in the [Save in:] field 

• Click [Save] 

o To complete the operation 
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You will need to know: 

If Is possible to saye Excel files m other formats, as shown on the [Save as 
type:] drop down list 



Typical examples are: 



File Type 


File 

Extension 


Use of File 


Text file 


Jxt 


Converts the spreadsheet to a text file 


Previous 


.xls 


A spreadsheet that can be read by older 
versions of Excel 


Web page 


,htm 


A spreadsheet that will open in a web 
browser 


Comma 
1 Separated 
Value 


,csv 


Converts the spreadsheet to a list 


OpenDocument 
spreadsheet 


ods 


OpenDocument spreadsheet ///es are 
supported by a wide variety of spreadsheet 
applications, including free software 
applications. It is also possible to save 
Excel files as other software specific file 
types, as shown in the [Save as type:] list 



You may like to know: 

The file extensions might not be shown on your computer when you are in the 
Save As dialog box. 



Exercise 8 Close a spreadsheet 



• Ribbon [File] click the [Close] button ^ Q^se 

o To dose this spreadsheet 

o This will leave Excel open on screen, ready to work with another 



Exercise 9 Close Excel 

If you have finished working with Excel, it is good practice to close the 
program, in order that it is not impacting your computer's performance 
unnecessarily. 



• Ribbon [File] click the [Exit] button 

o To close Excel as well as this workbook. 



spreadsheet. 





Alternatively, clicking the [Close] button at the top right of 
the screen will close any Excel workbook open in the 
current window and, if this is the only Excel workbook 
open, it will also close down Excel. 




Example 3 - Use a trip planner 



This Example will use the Trip to France workbook created dorlng 
Example 1. It will keep a record of students coming on the trip, along with 
how much money is owed and has been received for the thp. 
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There is a copy of the Trip to France workbook with your exercise files. You 
can use this, or the workbook you created in Example 1, 



Exercise 1 Open Microsoft Office Excel 

• From the Task Bar at the bottom of the screen, click the [Start] button 

• Select [All Programs] [Microsoft Office] [Microsoft Office Excel] 

o Microsoft Excel will open, with a new, blank workbook on screen 



Exercise 2 Open a spreadsheet ond save under another name 

This Exercise will open the copy of the Trip to France workbook that is stored 
with your exercise files. 

Once you have opened the document, you will save it with a new name, to a 
new location. This will ensure that the original document remains unchanged 
in your exercise file location. 



Open a spreadsheet 



0 Open 



Ribbon [File] click the [Open] button 
o To open the Open dialog box 

Navigate through the drives and folders in your filing system and select 
your exercise file location 

From the list of folders in your exercise file location, select [Module 4] 
In the Module 4 folder, select the file named "Trip to France Example 3" 
Click the [Open] button 
o To open the workbook on screen 



Keybd^ard shortcwt: 
• [Ctri] + O 
i * Tp open the Opefi 
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Save the spreadsheet under another name 



Ribbon [File] click the [Save As] button 
o To open the Save As dialog box 

In the [File name:] field, type an appropriate name for your workbook 
Within your filing system, select an appropriate folder 
Click [Save] 

o To save the workbook with a new name in the selected folder 



ICtybodrd shortcut ' 

•>lt) + F 

• Tken press [A] 

* To open the Sowt oJ 
dblog box 



Once you have saved your file in this way, your updates will be saved in the 
new folder, under the new name, and the original exercise file will be 
unchanged. 



As you are working on your spreadsheet, it is a good idea to save it at regular 
intervals. This ensures that if there is a power cut, or some other problem 
with your computer, you do not lose any changes you have made to the 
workbook. 

• On the Quick Access Toolbar, click the [Save] button 

o To save the workbook in the same location with the same 
name 



Kcyboord shortcut: 

• [CtH] + 5 

• To sovt the werk&ook 



Exercise 3 Work with cells 



The following exercises will use some of the formulas and functions 
contained within Excel to calculate details such as how many students are 
coming on the trip, how much money has been paid and how much is due. 

First, we will enter data into cells C4-F13, to show which students are 
confirmed as coming on the trip, the deposits and balances that have been 
paid, and the date the balance was paid. We will format these cells, as 
appropriate, to display currency and dates effectively. After this, we will 
create formulas and functions that will use this data to calculate how many 
students are coming on the trip, how much money they have paid to date, 
and how much money is still due. 

Use the Auto Fill tool 

The Auto Fill tool enables a cell entry to be copied into adjacent cells by 
dragging the cursor across the cells in which the entry is to be copied. This 
feature can be used to copy text, formulas and functions. It will be covered in 
detail in another Example. 

We will enter a y into cell C4 to confirm that Sue Kent is coming on the trip, 
and then use Auto Fill to copy this y to the other students' rows. 

• In cell C4, type Y 

o To signify that Sue Kent is coming on the trip 

• Move the pointer to the bottom right of cell C4 

o To change the pointer to the Auto Fill cross 
This is a small biack cross 

• Click and drag the pointer down to cell CI 3 

o To copy the "y" i*^to each of cells C5-C1 3 

o To signify that all the students are coming on the trip 



Highlight cells C4-C13 

Ribbon [Home] [Alignment] - click the [Center] button 
o To centre the entries in cells C4-C13 



Exercise 4 Enter and format numbers and dates 

This exercise will format the entries in columns E and F to display 
currency and dates as appropriate. 



Enter a number in a cell 

• In cell D4 type '50' 

o To begin entehng the amount of deposit paid by Sue Kent 

• Move the pointer to the bottom right of cell D4 
o To view the Auto Fill cross 

• Click and drag the pointer down to cell D13 

o To copy the "50" into each of cells D5-D13 



• Type the number '100' into cells E4, E6, E7, E8, E10 and El 1 
o To enter the balance that has been paid by these students 



Format cells to display a currency symbol 

• Select cells D4<'E1 3 

• Ribbon [Home] [Number] - click the drop down 
arrow to the right of the [Number Format] button 
o To view the number format options available 

• Select [Currency] from the drop down list 

o To select currency format for the selected 
cells 

Q To insert a £' sign and 2 decimal places in 
each of the selected cells that contains a 
number 
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Enter a date in a cell 



• In ceil F4 enter today's date in the format "30/08/2008" and press [Enter] 
o To insert a date into this cell 

o To change the number format of the cell to [Date] 

• Enter recent dates into cells F6, F7, F8, F10 and F1 1 

o To show the dates the other students have paid their balance 



Format cells to display a date style 



Select cells F4-F13 



• 



Datt 



Ribbon [Home] [Number] - click the drop down 
arrow to the right of the [Number Format] field 
o To view the 2 date types available ([Short Date] and [Long Date]) 
Select [Short Date] 

o To apply this date style to the currently selected cells 



No specific format 
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You may like to know- 
To obfafn the full rat^e of date formoffing available: 



Numl>er 



Ribbon [Home] [Number] - click the Dialog Box 
Launcher 

o Opens the Format Cells dialog box with the Number tab selected 

In the Category: section, select [Date] 

o To view the full list of date formats available 
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Exercise 5 Functions 



Formulas perform calculations on values in cells in a spreadsheet. They 
always start with an equals sign (=). Formulas can be very simple (such 
as =3*2), or can become very complicated. 

In order to make complicated formulas easier to create and use, you can use 
functions within Excel to create specific formulas. Functions are prewritten 
formulas that carry out specific calculations or operations on cells or ranges 
in the spreadsheet. 

Using the student data in cells C4-E13, we will first enter a couple of 
functions to count numbers coming and to sum up amounts paid. After this, 
we will create some formulas to work out amounts still owed. 

Use COUNT functions 

Each function consists of the function name, followed by brackets containing 
'arguments'. The arguments are the values that the function uses to perform 
the calculation or operation. These values can be text, numbers, cell 
references and names. 

The first function we will use is the COUNT function. There are 3 COUNT 
functions that can be used to add up how many cells in a range contain data. 
These are 'COUNT\ ^COUNTA' and ■COUNTBLANK\ This exercise will use 
the 'COUNTA' function, 'COUNT' and 'COUNTBLANK' will be described 
below. 

The COUNTA function counts how many cells in a given range contain data. 
This data can be text or numbers. The COUNTA function that we will use will 
look like this: 

=COUNTA(C4:C13) 



As written above, this function will count how many of the celts in the range 
C4-C13 contain an entry - therefore how many people are confirmed as 
coming on the trip. 



• In cell B15 type 'Total*' and press [Enter] 

• in cell C15 type ^^=COUNTA(C4:C13)" and press [Enter] 

o To count how many entries in cells C4-C13 contain an entry 
o To display in cell C15 how many students are confirmed as coming 
on the trip 

As you begin to type the function name into cell C15, a list of functions that 
begin with the letters you are typing will be displayed. It is possible to 
double click on the function ^ ^ 

you require in this list, 
rather than typing the 
remainder of its name. 

As you continue creating the function, the make up of the function will be 



displayed below the celL 
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• Ribbon [Home] [Alignment] - click the [Centre] button I ^ 

o To centre the number in cell C1 5 

You Wilt need to know: 
=COUNT function 

The -COUNT function only counts cells in the selected range that contain 
numbers^ rather than including those with text entries. 

=COUNTBL4NK function 

The -COUNTBLANK function only counts empty cells in the selected range. It 
could, therefore, be used in cells C4-C13 to count how many cells da not contain 
a indicating how many students have not yet confirmed for the trip. 
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The Insert Function dialog box 

The Insert Function dialog box gives you access to all available functions. Once 
you have selected the function you wish to use, it displays a second dialog box 
which takes you step by step through the process of creating the function 



fx 



in s eft 
Function 



To view the dialog box for the COUNTA function: 

• Ribbon [Formu!as][Function Library] - click the [Insert Function } 
button 

o To view the Insert Function dialog box 

• In the Search for a function: field, type "counfa " and click [60 } 
o To view functions similar to this in the Select a function: field 

• In the Select a function: field, select [COUNTA ] and click [OK] 
o To view the Function Arguments dialog box for the COUNTA function 
o To view gwdance on how to create this function 

There is also a [Help on this function] link at the bottom left of the dialog box, 
which would open Microsoft Office Excel Help at the COUNTA help screen 



• [Shift] + F3 

• To V3ew th€ Iiisflrt 
FunctEon dia^&g' box 
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Use SUM function 



As deposits and balances paid are entered into columns D and E, we would 
tike the total paid to date to be shown in cells D15 and El 5- This can be 
achieved with the SUM function. 

This function totals the values in the cells contained within its arguments. 
The SUM function that we will use in cell D15 will look like this: 

=SUM(D4:D13) 

This will total the values displayed in cells □4-013. 

Because the SUM function is used so frequently, there is an [AutoSum] 
button in the Function Library, to automatically enter the function into the 
current cell, rather than typing it in manually. We will use this [AutoSum] 
button for this calculation. 

• Click in cell D15 p- 

• Ribbon [Formulas] [Function Library] - click the _^ 
[AutoSum] button 

o To begin inserting the Autosum function into cell D15 
o To view Excel's suggested cells to use in the sum 

(By default, Excel selects cells that are adjacent to the function and 

currently contain values) 

• Move the pointer to cell D4 

• Click and drag the pointer down to cell D13 
o To highlight these cells 

o To amend the calculation to use these cells 

• Press [Enter] on the keyboard 

o To add up the total deposits paid to date 

o The format of cell 014 will automatically be changed to [Currency] 
because the cells used in the function already use this format 
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Total 10 £500.aC 



# Use the same procedure to insert the [AuloSum] 
function into cell E15 

o To display the total balances paid to date 



) =SUM(E4:E13) 



Exercise 6 Arithmetic formulas 

We will now create formulas to display the total paid to date, the total due, 
the total still owing and the percentage paid to date. These formulas will use 
the arithmetic operators - addition, subtraction, multiplication and division, 

• In cell D16 type Total Paid" and press [Enter] 

• In cell D17 type "Total Due" and press [Enter] 

• In cell D18 type Total Owing" and press [Enter] 

• In cell D19 type "Percentage Paid" and press [Enter] 

• Select cells D16-D19 

• Ribbon [Home] [Alignment] - click the [Align Text Right] button 
o To right align these 4 entries 

• In cell A21 type Xost per student" and press [Enter[ 

• In cell C21 type '^150" and press [Enter] 

• Select cell C21 

• Ribbon [Home] [Number] - click the drop down ^ 
arrow to the right of the [Number Format] button and select [Currency] 

o To format the cost per student figure as currency 

Addition 
Total paid 

• In cell E16 type "=D15+E15" and press [Enter] 

o To add the total deposit paid to date (in ceil D15) plus the total 

balance paid to date (in cell E15) 
o To work out how much has been paid in total to date 
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Toial paid 


=D15-s-Ei5 



Multiplication 



Total due 

• In cell El 7 type "=C21*C15" and press [Enter] 

o To multiply the cost per student shown in cell C21 (£150) by the 
number of students coming on the trip (as counted in cell C15) 
o To work out the total due for the trip 
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Subtraction 
Total owing 

• In cell El 8 type "-E17-E1 6" and press [Enter] 

o To subtract the amount paid to date (in cell E16) from the amount 

due (in cell E17) 
o To work out how much money is still owed for the trip 
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Total owing 


=£17-E16 





Division 
Percentage paid 

• In cell E19 type '^=E16/E17" and press [Enter] 

o To divide the amount paid (in cell E16) by the amount due (in 
cell El 7) 

o To work out the percentage of due money that has been paid to date 
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Exercise 7 Format numbers 



Format cells to display numbers as percentages 

• Select cell E19 

• Ribbon [Home] [Number] - click the [Percentage Style] button 
o To display the value in cell El 9 as a percentage 



Format cells to display a specific number of decimal places 



Ribbon [Home] [Number] - click the [Increase Decimal] button 
o To display one decimal place for the percentage figure 



! 



Each time you click the [Increase Decimal] or [Decrease Decimal] 
buttons, the number of decimal places displayed for the currently 
selected cells will be increased or decreased by one place. 
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You will need to know: 

Format cells to display numbers with, without a separator to Indicate 
thousands 

• Hibbon [Home J [Number J - click the [Comma Style J button 
a To display the selected cell(s) with a thousands separator 



• Ribbon [Home] [Number] - click the drop down arrow to the 
right of the [Number Format] field 

Q To view the available number formats 

• Select [Number] from the drop down list 

o To remove the thousands separator from the selected 
cells 

o To v/ew the cells in default number format 




Recognise good practice in formula creation 

When you are creating formulas, you should always use cell references in 
the arguments, rather than typing numbers into the formulas, A good 
example of this is the multiplication formula above, which refers to the cost 
per student that has been entered in cell C21. If the cost per student 
changes, it can be edited in cell C21 and the formula in cell E17 will 
automatically use this amended value. This will apply to any other fomnulas 
that are created in the spreadsheet that refer to the cost per student 



Exercise 8 Close Excel 

• Ensure that you have saved your updated workbook 

• Click the [Close] button at the top right of the screen 
o To close your Excel workbook 

o If this is the only Excel workbook open, it will also close down Excel 




Example 4 - At the Gym 



This Example will chart progress at tlie gym - displaying how much time is 
spent on various exercise machines over a 4 week period. 
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The Example wi]l go through the stages of creating the spreadsheet as if it 
were being filled in over the 4 week period. Thus, the basic table and an 
'empty' chart will be created first. Detailed weekly figures will be added - 
showing how the chart will gradually form each week as the data is entered 
into the table- 



After this, a second chart will be created. Both charts will be edited, to 
display their content more effectively. 



Exercise 1 Open Microsoft Excel 

• From the Task Bar at the bottom of the screen, click the [Start] button 

• Select [All Programs] [Microsoft Office] [Microsoft Office Excel] 

o Microsoft Excel will open, with a new, blank workbook on screen 



Exercise 2 Work with cells 

This exercise will enter and format the headings in rows 1-6. This will use 
some of the formatting skills learnt in Examples 2 and 3. 

In cell A1 type the heading "At the Gym" 
Press [Enter] on the keyboard 
o To complete entry of the heading 
Select cell A1 

Ribbon [Home] [Font] - change the [Font Size] to [14] 
Ribbon [Home] [Font] - change the [Font] to 
[Comic Sans MS] 

Ribbon [Home] [Font] - make the cell [Bold] 
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Comic Sans M5 



In cell A4 type "Minutes per exercise machine:" 

In cell B6 type "Treadmill" 

In cell C6 type "Bike" 

In cell D6 type "Cross Trainer'' 

In cell E6 type "Rowing Machine: ' 

In cell F6 type "Average" 

Select celts B6-F6 

[Ribbon] [Home] [Alignment] - click the [Wrap Text] button 
o To wrap the text onto multiple lines where necessary 
Ribbon [Home] [Alignment] - [Align Text Right] 



Exercise 3 Use the Auto Fill tool 



In Example 2, the Auto Fill tool was used to copy a text entry from one cell to 
adjacent cells. 

The Auto Fill tool can copy either the entry (with or without formatting) or just 
the formatting from your currently selected cell to as many adjacent cells as 
required. In addition to the text example used in Example 2, the tool is very 
useful to copy formulas and functions from one cell to others. The Auto Fill 
tool will be used in Exercise 4 to copy the Average function in column F from 
row 7 to rows 8-10. 

It is also possible to use the Auto Fill tool to increment your current entry, in 
order to create a series of entries in the adjacent cells. This exercise will use 
Auto Fill to copy the Week headings in column A from row 7 to rows 8-10. 



In cell A7 type the heading "Week 1" 

Move the pointer over the bottom right of cell A7, until the pointer changes 
to the Auto Fill cross 

When the Auto Fill cross appears, click and drag the pointer down over 
cells A8-A10, until 'Week 4" is shown to the right of the Auto Fill cross 
o To automatically enter the Week numbers into cells A8-A10 
o To view the [Auto Fill Options] box ^ 



If you hover over the [Auto Fill Options] box, a drop down arrow will appear to 
the right of it. Clicking this arrow will display the available choices of how the 
highlighted cells could be filled. The [Auto Fill Options] box will close when 
you start typing in another cell on the spreadsheet. 









0 


£opy Cells 




Fill 5erl45 


0 


Fill Formatting Only 


o 


Fill Withaut Formatting 



Exercise 4 Use AVERA&E function 



The AVERAGE function displays the average (arithmetic mean) of the 
numbers or cell references contained in its arguments. In cell F7, the 
AVERAGE function will look like this; 

=AVERAGE(B7:E7) 

This will work out and display the average of the numbers currently showing 
in ceils B7'E7, 



Create the formula 

You will create the formula by typing the function into cell F7. However, you 
should remember from your work on functions in Example 3 ttiat you could 
use [Ribbon] [Formulas] [Function Library] [Insert Function] to locate the 
function you wish to use. This would display the Function Arguments dialog 
box, which would give you help to create your function. 

• In cell F7 enter the function "=AVERAGE(B7:E7)'' and press [Enter] 
o To complete entry of the function in cell F7 
o To view an error message in cell F7 
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Exercise 5 Identify and understand standard error values 

The cells in column F containing the AVERAGE functions will show the error 
message *#DIV/Or until the weekly exercise figures begin to be entered into 
cells B7-E10, This indicates that, at present, the AVERAGE calculation is 
trying to divide by 0, Don't worry - when the figures are entered later in this 
Example, the error message will be replaced by the average figures! 

Any cell containing an error will have a small green triangle in its top left 
corner, as well as the appropriate error message. Selecting this cell will 
display ao error box next to it. Allowing the pointer to hover over the error 
box will display a tip showing the cause of the error. 
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Clicking the error box will display a drop down menu containing options to 
help deal with the error if you wish. 
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Divide by Zero Error 






Help on this error 
Show Cakylation Steps-., 


Ignore Error 

Edit in formula Bar 


Error Checking Options.,, 



Other common error messages you may encounter are: 



Error 


Meaning 


#NAME? 


There Is text in your calculation that Excel does not recognize. Suggest you 
check the spelling of formulas and named ranges. Also, enclose text in quotes. 


#NUM! 


There is a problem with the use of a number in a formula or function. 




There is a cell reference in the calculation that is not valid. For example, a cell 
used in calculations may be deleted or pasted over. 


m/A 


A value looked for in a formula or function is not available. 



Exercise 6 Understand and use relative cell referencmg in 
forn^ulas 



Think of the formula created in cell F7 as "the average of the figures in the 4 
cells to the left of this ceir 

In cells F8-F10, this same formula is required, to work out the averages for 
Weeks 2-4. It is possible to copy the fonnula to these rows, and Excel will 
automatically change the formula for each of these rows to relate to the cells 
in that row. This is called Yelative* ceil referencing ^ the calculations change 
relative to the current cell in the worksheet. 

The cel[s in column F are adjacent to each other, therefore it will be easiest 
to copy the formula using the Auto Fill took 



• Select cell F7 

• Use the Auto Fill cross 

o To copy this formula to cells F8-F1 0 
o To view #DI V/OI error messages in each of the cells 
o For Excel to automatically change the formula for each row to work 
out the average for the appropriate row 

• Select each of the cells F8-F10 

o To see, in the formula bar, how Excel has changed the formula to be 
applicable for that row 
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On the Quick Access Toolbar, dick the [Save] button and 
save the workbook in an appropriate location 



Keyboard shdrt^uf; 

• [Ctrl] + S 

■ To 5avE the workbook 




E^ccrcise 7 Use SUM function 



The SUM function, which was fully explained in Example 3, will now be used 
in cells B12-E12, to add up the minutes spent on each exercise machine over 
the course of the 4 week period. You will type the function into cell B12 and 
use the Auto Fill tool to copy it to cells C12-E12. Don't forget that you could 
use the Function Library or the [AutoSum] button to create the function. 

At present, after inserting the SUM function into these cells, the figure '0' will 
be displayed in each cell, as no exercise figures have been inserted so far 
The figure in cells B12-E12 will change as the weekly exercise figures are 
inserted for each machine later in this Example. 

• In cell A12, type "Total Minutes" and press the [Right Arrow] on the 
keyboard 

o To complete the entry in cell A1 2 
o To move to cell B12 

• In cell B12, enter the function ''=SUM(B7:B10r 

o To display in cell B1 2 the total of the values in cells B7-B1 0 

• Use the Auto Fill cross 

o To copy this function across cells C12-E12 

Q To amend the cells totalled in the function relative to each of the cells 
o To display the total minutes spent on each of the exercise machines 

• You may need to amend the width of column A to fit the entry cell A12 
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Exercise 8 Understand and use absolute cell referencing in 
formulas 

This Exercise will insert into cell F2 the average calories per minute that you 
expect to burn whilst exercising. 

After this, in cell B1 4, you will insert a formula to calculate the total calories 
burned to date for the treadmill. This formula will multiply the 'Average 
calories per minute* (displayed in cell F2) by the Total minutes exercised' on 
the treadmill (as displayed in cell B12). 

This fomnula will then be copied with the Auto Fill tool to cells C14-E14, to 
display the total calories burned to date for each of the other machines. 

Absolute references 

In Exercise 6, you saw that, usually when copying formulas from one cell to 
another, all the cells referenced in the copied formulas need to be changed to 
take account of the different cells on the worksheet, to which each copied 
fomnula refers. 

For the formula you are about to create, the cell referencing the Total 
minutes exercised' for each individual machine will vary from column to 
column. However, the 'Average calories per minute' will always be stored in 
cell F2. Therefore, as you create the formula for the treadmill (in column B). 
you have to 'fix' the reference to cell F2, so that it does not change when you 
copy the formula to columns C-E. 

These fixed references are known as 'absolute cell references'. They are 
created by adding the sign before the column and row reference in the 
formula. The formula you will create in cell B14 will look like this: 

=$F$2*B12 



This states that references to column F and row 2 are absolute, and must not 
be changed if the formula is copied to other cells. Because the reference to 
cell B12 does not contain signs, this will change when the formula is 
copied, to take account of the different cell locations on the worksheet to 
which the formula is copied. 

• In cell E2, type "Average calories per minute" and press [Enter] 

• Select cell E2 again 



• [Ribbon] [Home] [Alignment] - click the [Align Text Right] button 




o To right align this text entry in cell E2 

• In cell F2, type "15" and press [Enter] 

o To display the average calories burned per minute whilst exercising 

• In cell A14, type "Total calories burned to date" and press [Enter] 

• Select cell A14 again 

• [Ribbon] [Home] [Alignment] » click the [Wrap Text] button 
o To wrap the text in this cell onto multiple lines. 

• In cell 814, type the formula "=$F$2*B12" and press [Enter] 

• Select cell B14 once again 

• Use the Auto Fill cross to copy this fomnula across to cells C14-E14 
o To amend the reference to the Total in row 12 for each column 

o To keep the reference to the Average calories per minute as F2 for 
each column 

o To view the total calories burned to date for each exercise machine 
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"^JP* You may like to know: 

^^^^^ When creating the formula^ rather than typing in the $ signs, you can type 
^^^^ "=F2" then press function key [F4]an the keyboard to add the $ signs. If you 
repeatedly press [F41 the placement of the $ signs will change as follows: 
$F$2:F$2; $F2: F2 




(F$2 fixes the reference to row 2, while allowing the reference to column F to 
change as the formula is copied to other parts of the spreadsheet; $F2 fixes 
the column reference, while allowing the row reference to change. These are 
known as "mixed' cell references'^} 

You may like to know: 

When you start the calculation in cell B14, having typed "= it is possible to 
click on the next cell you wish to use in your calculation, rather than typing its 
reference in In the above example: 



Select cell 814 
Type in 

Click on cell F2 

Press function key [F4]on the keyboard 
Type in 

Click on cell B12 
Press [Enter J 



This can be useful when the cell you wish to use is not visible on screen and you 
can't see its cell reference; as it allows you to scroll to the cell and ensure you 
select the right one. 



Exercise 9 Create charts 



This Exercise will create a line chart, ready to display the minutes for each 
machine each week. This chart will be based on the table you have already 
created. Initially, the chart will display a legend box, indicating what colour 
line will be used for each machine, but it will not contain any lines within the 
chart area, as you have not yet entered any data into the table. 

Once the chart has been created, the weekly figures will be entered. As 
each figure is entered, the chart will begin to display the lines for each 
machine, showing the trend for minutes exercised over the weeks. 

After this, a pie chart will be created, to display the percentage of calories 
burned on each exercise machine. 

Create a line chart from spreadsheet data 

• Select cells A6-F10 

o As these will contain the data you wish to use in the line chart 

• [Ribbon] [Insert] [Charts] - click the [Line] button 

o To view a drop down menu of the sub-types available for line charts 

• Select the [Line] chart at the top left of the [2-D Line] section 

o To create a 2-D line chart based on the currently selected eel! range 
o To view coloured lines around your selected cell range, indicating 
which cells have been used to create the different parts of the chart 
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Select a chart 

Your chart will probably still be selected. You can tell if it is, because it will 
have a coloured line around the outside, the range being used in the chart 
will be outlined in various colours, and the Name Box will contain the chart 
name (Chart 1) rather than the current cell reference. However, if you do 
need to select the chart: 

• Move the pointer over the white area near the edge of the chart 
o To view the screen tip indicating that this is the "Chart Area'' 

• When you see the "Chart Area" screen tip, click once 
o To select the chart 
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Format 



Because a chart is selected, the contextual 
tabs for charts will be displayed to the right of 
the other labs on the Ribbon. These 
contextual tabs contain chart tools, enabling you to work with your chart. 
These tools will be used in the rest of this Example, 



If you click over the legend box, the plot area or one of the axes, these will be 
selected, rather than the chart in general. You will need to select individual 
parts of the chart when you edit them later in this Exercise. 



Switch pow/column data 

At present, the chart is displaying the exercise machines from row 6 across 
the X-axis, and the Weeks from column A as the data series. This means 
that, as the figures are input to the table, the chart will display a tine for each 
week. 



You want to see a line for each exercise machine, with the weeks displayed 
on the X-axis, To achieve this, you will switch the row and column data in the 
chart. 



Ensure the chart is selected 

[Ribbon] [Design] [Data] - dick the Switch Row/Column button 
o To select the data series from the entries in row 6 
o To select the x-axis data from the entries in column A 
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Move and resize Q chart 



At present, the chart sits in the nniddle of the screen. You will move it to sit 
underneath the table, and resize it to be the same width as the table. 



Move the chart 

• Move the pointer over the Chart Area 



o The pointer will change to a black cross with arrow heads 
Click and drag the chart to the left and below the table 
o To move it to this location 



Resize the chart 

• Move the pointer to the bottom right Conner of the chart 

(you may need to scroll down slightly to view the bottom of tiie chart) 
o The pointer will change to a double ended arrow 

• Click and drag the bottom of the chart up and inwards 

o To make the chart fit between columns A-F of the worksheet 
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You will need to know: 
De/ete a chart 

The easiest way to delete a chart is as follows: 

• Select the chart 

• Press the [Delete] key on the keyboard 
o To delete the selected chart 



^rt^' You may like to know^ 
^jfewtf Move the chart to other locations 

If is possible to move the chart to another sheet in the workbook: or to create 
a specific chart sheet, which will contain only this chart This is achieved in the 
following way: 

• Select the chart to be moved 

• [Ribbon] [ Design] [Location] - click the [Move Chart] button 
o To view the Move Chart dialog box 

• Select [New sheet:] and type a name for the sheet, or accept the suggested 
name 

Q To create a specific chart sheet for the chart 

• Select [Object in:] and click the drop down arrow to view the available 
sheets 

o To move the chart as an object in one of the existing sheets 
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You may like to know: 
Resizing the chart 

It is possible to specify a particular height or width far a chart, as follows: 

• Select the chart to be resized 

• [Ribbon] [Format] [Size] - either type the height or width you require into 
the [Shape Height] and [Shape Width] fields, or use the up and down 
arrows to adjust the measurements 
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If you click the dialog box launcher in the [Size] group, you will view the [Size] 
section of the Format Chart Area dialog box, giving access to all the 'Size* 
options for your charts. 



FormBt Chart Area 
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Enter data 

You will now enter the weekly exercise figures into the table. This will 
provide the data for the chart and, as you enter each figure, you will see the 
chart lines appear. Each chart line is known as a data series and the 
individual values along the line are known as data points. 



Select cell B7 

Type "15" and press [Enter] 

Q To enter the number of minutes of exercise done on the Treadmill in 
Week 1 

o To display the current Average minutes for Week 1 in eel! F7 
o To display the current Total minutes for the Treadmill in cell B12 
o To display the current Total calories burned to date for the Treadmill 
in cell B14 

o To create the Treadmill* line on the chart 
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Enter the figures shown below into cells B7-E10 
o To create the remainder of the chart 
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Create a pie chart from spreadsheet data 

You will now create a pie chart to display the percentage of calories burned 
to date on each exercise machine. A pie chart contains only one data series, 
and each pie slice is a data point. 

This chart will display the calorie figures contained in cells B14'E14. You will 
also need to include in the chart the exercise machine names in cells B6-E6, 
so that you know which figure relates to which machine. To use these 2 non- 
adjacent ranges of cells {B6-E6 and B14-E14), you will need to select them 
both before you begin creating the pie chart. 

Select the range of non-adjacent cells 

• Select the range B6-E6 

• Hold down the [Ctrl] key on the keyboard and select range B14-E14 
o To select this second range in addition to the first range 

Create the chart 

• [Ribbon] [Insert] [Charts] - click the [Pie] button 

o To view a drop down menu of the sub-types available for pie charts 

• Select the [Pie in 3-D] chart at the top left of the [3~D Pie] section 

o To create a 3-D pie chart based on the currently selected cell ranges 
o To view coloured lines around your selected cell range, indicating 

which cells have been used to create the different parts of the chart 
o To have a pie slice for each exercise machine 
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Move the pie chart to sit alongside the line chart 

Resize the pie chart to be the same height as the line chart 

You can click and drag to resize the chart, or use [Ribbon] [Format] [Size] 

and change the height of your charts with the [Shape Height] button 
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You will need to know: 

Create different types of chart from spreadsheet data 
Other types of chart such as column charts and bar charts are available 
within the [Charts] group. They are created in the same way as the line and pie 
chart you have already created: 

• Select the ranges containing the data you wish to chart 

• [Ribbon] [Insert] [Charts] - click the button far the chart type you require 
o To view a drop down menu of the sub-types available for this chart 

• Click the type you require 

o To create the chart on your worksheet 
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Change the chort type 



Once you have created a chart, it is possible to change the chart type. This 
will display the data originally used in the chart, but with whatever chart type 
you select. 



Change 
Chart J'/pi 



Select your line chart 

[Ribbon] [Design] [Type] - click the [Change Chart Type] 
button 

o To view the Change Chart Type dialog box 
In the left hand pane, select [Column] 
o To view the sub-types available for a column chart 
Select [3-D Clustered Column] from the sub-types and click [OK] 
Q To change your line chart to a 3-D clustered column chart 

Each group of similarly coloured columns is a data series, and each 

individual column is a data point. 
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For the purposes of our Example, this chart would be better as a line chart, 
therefore repeat the above process to change the chart to a line chart. 



You may like to know: 

Not oil chart types are suitable to display all kinds o f data. For instance, the 
pie chart you have created can only display one data series (in this case, the 
total calories burned to date). It is possible to view suggestions of uses for 
each chart type within the [Charts] group: 

* [Ribbon] [Insert] [Charts] - move the pointer over each button in turn 
o To view the screen tip indicating what each chart type is best used fan 
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Exercise 10 Edit charts 



This Exercise will edit the line and pie charts you have created, in order to 
make them easier to read and to provide more information on each chart. 

Add a chart title 

At present, it is not clear what information the pie chart is displaying. You 
will, therefore, add a title to the chart, to give this information. 

• Select the pie chart 

• [Ribbon] [Layout] [Labels] - click the [Chart Title] button 
o To view options for displaying a chart title 
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• Select [Above Chart] 

o To display a title above the chart 

o To resize the chart within the Chart Area to make room for the title 



Chart Title 

ft-™ 



• Click in the Chart Title box and select the words [Chart Title] 

• Type "Percentage of calories burned to date" 

o To replace the highlighted words with your title 

• Click away from the Chart Title box 

o To complete entry of the chart title 

o To resize the chart in the Chart Area to fit the new title 

You may find that pad of the Legend box, containing the pie slice 
descriptions, has disappeared now that the chart area is smaller, 
Don Y worry - this will be sorted out shortly! 

Percentage of calories 
burned to date 

■ Treadimni 

■ Bike 

Trsir.er 

Edit a chart title 

If you wish to change the wording of the chart title: 

• Click the Chart Title box 

o To select the Chart Title box 

• Click again, at the point where you wish to change the text 

• Add or delete text as necessary 
o To edit the title 

You wilt need to know: 
Remove a chart title 

A chart title would be removed in the following way: 

• Click in the Chart Title box 
o To select the Chart Title box 

• Press the [Delete] key on the keyboard 
o To delete the selected Chart Title box 
o To resize the chart to fill the Chart Area 
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Add data labels to a chart 



Data labels display the data value for each element of a chart. You will use 
them to display the actual calorie figures in each slice of the pie. You will 
then amend the figures shown, to display the percentage value of each slice 
of the pie, rather than the actual calorie figure. 



Select the pie chart 

[Ribbon] [Layout] [Labels] - click the [Data Labels] button 
o To view the positions in which you can place the data labels for your 
chart 

















Pto' 











Turn off E>4ta Ubeli for 
Centcf 

Display Data Labeis and position 
cent#r«d on the data pointisj 

Dijptav D2t3 Labels and position 
inside the end of data polntlsi 
OubUd* Fnd 
^ f DispEay Dat5 LsbeH and position 
cutside the *nd q1 data pomtff) 

Display Data Ub«ls and pOfrtlon 

Virrtti Best Fit 

t^o« Data Ub€l Options... 



Select [Best Fit] 

o To display the data labels with best fit in your cun^ent chart 
o To view your pie chart with the calories burned to date figures for 
each exercise machine displayed in each pie slice. 
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• Select the pie chart 

• [Ribbon] [Layout] [Labels] - click the [Data Labels] button 

• At the bottom of the drop down list, select [More Data Label Options...] 
o To view the Fonmat Data Labels dialog box 
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The Label Options section shows the various labels that can be added to 
your chart. 

• Move the pointer over the Title Bar of the dialog box 

• Click and drag the dialog box to the left of the screen 

o So that you can see your pie chart as you are working in the dialog 
box 

• Click the [Percentage] field 

o To add a tick in this field 

o To add percentage figures to each slice of your pie chart in addition 

to the actual calorie value figures 
o As the label position is [Best Fit], the figures will reposition in the chart 

to be most easily read 



• Click the [Value] field 

o To remove the tick from this field 

o To remove the actual calorie values from each slice of your pie chart 
o To viev^ only the percentage figures in each slice of your pie chart 

• [Close] the Format Data Labels dialog box 
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Change font size of chart title, chart legend text 

When you created the chart title, the Legend box became too small to display 
the data series properly. You will now change the font size in the Chart Title 
box and the Legend box, to display both these elements effectively. 

• Select the Chart Title box 

• [Ribbon] [Home] [Font] - either click the [Shrink Font] button or 
select a smaller size from the [Font Size] button 
o To reduce the size of the chart title text 
o To fit the chart title onto one line 

• Select the Legend box 

• [Ribbon] [Home] [Font] - either click the [Shrink Font] button or 
select a smaller size from the [Font Size] button 
o To reduce the size of the legend text 
o To fit the legend box more effectively into the Chart Area 
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Change font colour of chart title, chart legend text 



The font colour of the chart title and legend text can be changed, if required. 

• Select the Chart Title box 

• [Ribbon] [Home] [Font] - click the drop down arrow to the right of 
the [Font Color] button 
o To view the font colours available 

• Click a colour fronn the selection 
o To change the font colour of the chart title 

• Select the Legend box 

• [Ribbon] [Home] [Font] - click the drop down arrow to the right of 
the [Font Color] button 
o To view the font colours available 

• Click a colour fronn the selection 
o To change the font colour of the legend 
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You will need to know: 

Change font size and colour of chart axes 

In charts such as your line chart which have a horizontal axis and a vertical 
axis, the font size and colour of these axes can be changed in the same way as 
above: 

• Select either the horizontal or vertical axis of the chart 

• Use the [Font Size ] and [Font Color] buttons 

o To change the size and colour of the text in the selected axis 



Change the line colours in the chart 



Changing the colour of one or more of the lines in your line chart may make 
the chart easier to read, and can make certain lines stand out. You will now 
change the colour of the [Average] line, 

• Move the pointer over the Average line 
o To view a description of the line 

• Click once 

o To select the Average line 

o To view selection marks at each data point along the line 
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[Ribbon] [Format] [Current Selection] - click the 

[Format Selection] button 

o To view the Format Data Series dialog box 
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Rjghr Click: 

• [Format Data Scrses] 

• To cpen the Form<st 
Dflto Series dial&g box 







In the left hand pane, select [Line Color] 
In the right hand pane, select [Solid Line] 



Click the drop down arrow to the right of the [Color:] field 
o To view the available colours 
Select [Red] from the available colours and click [Close] 
o To change the colour of the Average line to red 
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You will need to know: 

Change the column, bar, pie slice colours in a chart 

The colours of any data ser/es (such as a set of values within a line, column or a 
bar chart) or a data point (such as a pie slice or the individual values within a 
line, column or bar chart) can be changed. The procedure is as follows: 
Either 

• Select the data series to be changed as shown on the previous page 
Or 

• Select a data series, then select one data point within the currently 
selected data series 

• [Ribbon } [Format] [Current Selection ] - click the [Format Selection J button 
o To view the Format Data Series or Format Data Point dialog box 

• In the left hand pane, select [Fill] 

• In the right hand pane, select [Solid Fill] 

• Click the drop down arrow to the right of the 
[Color] field and select the colour you wish to 
use 

• Click the [Close ] button 
o To change the colour of the selected 

data series or data point 




Change chart area background colour, legend f ill colour 



Shape Fill- 



Using the line chart, you will now change the background colour of the Chart 
Area and the Legend box. 

• Select the line chart 

• [Ribbon] [Format] [Shape Styles] - click the drop down 
arrow to the right of the [Shape Fill] button 
o To view the colours available 

• Select a colour from those available 
o To change the background colour of the chart area 

• Select the Legend box 

• [Ribbon] [Format] [Shape Styles] - click the drop down 
arrow to the right of the [Shape Fill] button 
o To view the colours available 

• Select a colour from those available 
o To change the background colour of the Legend box 
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The background colours can also be changed within the Format Selection 
dialog box ([Ribbon] [Format] [Current Selection] - click the 
[Format Selection] button). 




Exercise 11 Use ROUND function 



The Average figures in column F each contain decimal places. In a previous 
Example, you learned how to show more or fewer decimal places on screen. 
However, hidden decimal places are still used when a figure is used in a 
calculation. If you wish to remove decimal places from a figure, the ROUND 
function can be used. The Average figures will now be rounded in this way. 



The ROUND function rounds the numbers or cell references contained in its 
arguments to a specified number of digits. In cell G7, the ROUND function 
will look like this: 

=ROUND(F7,0) 

This will take the number in cell F7 and round it in cell G7 to the nearest 
integer {'0' decimal places). The second argument (the number after the 
comma) indicates how many decimal places to round to. Decimal places 
from 0^ will be rounded down and decimal places from 5-9 will be rounded 
up. It the second argument is a negative number, this will round to the left of 
the decimal point 



• In cell G6, type 'Round' and press [Enter] 

• In cell G7 enter the function "=ROUND(F7,0)" 
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Use the Autofill cross at the bottom right of cell G7 
o To complete entry of the function in cell F7 
o To copy the function down to cell G10 
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Exercise 12 Close Excel 

• Ensure that you have saved your updated workbook 

• Click the [Close] button at the top right of the screen 
o To close your Excel workbook 

o If this is the only Excel workbook open, it will also close down Excel 
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This Example uses a workbook containing information about members of a 
chess club. The workbook has been created in Excel and stored with your 
exercise files. You will amend the workbook, to learn some of the features 
and functions available within ExceL 

The workbook already contains quite a few Excel features and functions - 
which you may find interesting to look through. 



Exercise 1 Open Microsoft Office Excel 



• From the Task Bar at the bottom of the screen, click the [Start] button 

• Select [All Programs] [Microsoft Office] [Microsoft Office Excel] 

■ Microsoft Excel will open, with a new, blank workbook on screen 



Exercise 2 Open a spreadsheet and save under another name 



Open a spreadsheet 



Open 



Ribbon [File] click the [Ope n] button 
o To open the Open dialog box 

Navigate through the drives and folders in your filing system and select 
your exercise file location 

From the list of folders in your exercise file location, select [Module 4] 
In the Module 4 folder, select the file named "Chess Club Records 
Example 5" 

Click the [Open] button 
o To open the workbook on screen 



Kcybpar<i shortcut 

• [Ctri] + O 

• Tq open the Op^P 
diotfig box 



Save the spreadsheet under another name 



• Ribbon [File] click the [Save As] button ^ — 

^ ii^ Save As 

o To open the Save As dialog box I 

• In the IFile name:] field, type an appropriate name for your workbook 

• Within your filing system, select an appropriate folder 

• Click [Save] 



o To save the workbook with a new name in the selected folder 



Once you have saved your file in this way, your updates will be saved in the 
new folder, under the new name, and the original exercise file will be 
unchanged. 




Don't forget to [Save] your workbook at regular intervals, as you are updating 
it! 



Exercise 3 Worksheets 



This Exercise will create a copy of the first sheet in the Chess Club 
workbook. The copied sheet will be used to store the chess club results for 
the Spring Term. 

The Exercise will also insert a new worksheet in the workbook and delete an 
existing worksheet. The sheets in the workbook will also be renamed. 



Copy a worksheet 



This will copy Sheetl and place the copy after Sheetl in the workbook. 

• Click the sheet tab of Sheetl 

o To ensure this sheet is selected 

• Ribbon [Home] [Cells] - click the drop down arrow to the right of the 
[Format] button 

o To view the cell formatting options 
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• Select [Move or Copy Sheet. . .] from the drop down menu 
o To view the Move or Copy dialog box 



• l^ove the pointer over 
the 5heet tab of the 
sheet It} be copied 

• Right Click 

• |Mflve or Copy ..] 

• Tq vi£w the Wove or 
Copy diolo^ box 



• In the [Before Sheet.,,] field, click [Sheet2] 

• So the copied sheet is inserted between Sheetl and Sheets 

• Click [Create a Copy] 

o To put a tick in this field 

• Click [OK] 

o To insert a duplicate sheet between Sheetl and Sheet2 

• This new sheet will be called 'Sheetl (2)' 
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You will need to know: 
Move a worksheet 

To move a worksheet, rather than copying it: 

• Click the sheet tab of the sheet you wish to move 

• Ribbon [Home ] [Celts] - click the drop down arrow to the right of the 
[Format] button 

o To view the cell formatting options 

• Select [Move or Copy Sheet..,] from the drop dawn menu 
o To view the Move or Copy dialog box 

• In the [Before Sheet. J field, click the appropriate sheet 
o To select where to move the sheet 

• Click [OK] 

o To move the sheet to the selected location 



"Tf^ //^^ to know: 

^^^^ c sheet ustr^ drag and drop 

• Place the pointer over the sheet tab to be moved 

• Click and drag the pointer to the left or the right of the current sheet tab 
o A 'worksheet' sign will appear next to the pointer 

o A black arrow will move along the sheet tabs as you drag the pointer to 
the left or the right 

• Drag until the black arrow is positioned where you wish the new sheet to be 
placed 

o The sheet will he moved to the new location 
To copy rather than move the sheet: 

• Press and hold the [Ctrl J key on the keyboard as you drag the pointer along 
the sheet tabs. 

o The worksheet sign will contain a 

• Ensure you let go of the [Ctrl] key before you stop clickif^ 



Switch between worksheets 

To switch between worksheets in a workbook: 
• Click the sheet tab of the worksheet you wish to view 
o To select that worksheet 

o To view the contents of that worksheet _________ 

Keyboord shortcut: 

• [Ctrtj ' [Ptjge Up] or 
[Ctrl] * [Pn^ Down) 

• T<5 tyiove sh&ct by sheet 
backkvdfds d.nd 

f omards through the 
sKeets in yow 
workbook 




Recognise good practice in naming worksheets 

At present, the worksheets in the Chess Club Records workbook are called 
'Sheetr, 'Sheetl (2)\ 'Sheeil' and 'Sheet3\ These are the default sheet 
names that are created by Excel. 

It is good practice to give your worksheets meaningful names, rather than 
keeping these default ones; as this will make it easier to identify your 
worksheets when formatting and editing your workbooks. 

You will now, therefore, rename the worksheets in the Chess Club Records 
workbook. 



Rename a worksheet 



♦ Click the Sheetl tab 

o To ensure Sheetl is selected 

• Ribbon [Home] [Cells] - click the drop down arrow to the right of the 
[Format] button 

o To view the cell formatting options 
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fScyboord shortcut = 

• Doubte click OR the 
sheet tab to be 
chan^d 

• To highlight the sh<".el 
name 



• Select [Rename Sheet] from the drop down menu 
o To highlight the sheet name 

• Type "Summer" and press [Enter] 
o To rename Sheetl as Summer 

• Repeat the process to rename the other sheet tabs as follows: 

\ [ summer / Spmcr /Te^chefs ] Winners 



Insert a new worksheet 

You have just created a new worksheet by copying an existing sheet. You 
will now insert a new, blank worksheet before the Teachers sheet. You will 
rename the sheet as ^Members'. 

• Click the Teachers sheet tab 

o To ensure the Teachers sheet ts selected 

• Ribbon [Home] [Cells] - click the drop down arrow to the right of the 
[Insert] button 

o To view the Insert options for cells 
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Lnjert Cells... 

Insert Sheet Eovtf5 
*^ I Insert Sheet Columns 
si rn^ert Sheet 



Select [insert Sheet] 

o To insert a new, blank sheet before the Teachers sheet 



• Rename the new sheet as "Members'' 



|y§fit Chck: 

• Right click over the 
sheet to the left of 
where the new sheet is 
to be inserted 

• [Insert... J 

• Options to insert ExGtl 
Hems are availoble 



Delete a worksheet 



The Winners sheet is not needed in the workbook. You will, therefore, delete 
it. 



Click the Winners sheet tab 
o To select the Winners sheet 

Ribbon [Home] [Cells] - click the drop down arrow to the right of the 
[Delete] button 

o To view the Delete options for cells 









Delete Shesf Rows 
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Delete sneet 



Select [Delete Sheet] 

o To view a warning that sheet deletion is permanent 

(This warning will not appear if the sheet to be deleted does not 
contain any data) 



Microsoft Eitcd 



tData may ewst rt the sh«t(s3 setecDK* fiur cSetetfon. To pernwnentiy detete the data , press Dete te. 
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Click [Delete] 

□ To permanently delete the sheet 



* [Dekfe...] ever 5heet 
tflb 

• To view dftletion 
nu]rtiin9 



Ensure you don't delete any of the other sheets in your current workbook, as 
you will need them! 



Exercise 4 Work with spreadsheets 



The previous Exercise switched between sheets In the sanne workbook. This 
Exercise will create a new workbook, and will show you how to switch 
between workbooks, in order to use more than one workbook at a time. 



Create a new spreadsheet 

When you create a new workbook based on the default template, a blank 
workbook is opened on screen. This workbook will have the default layout 
and formatting (such as page setup, font and alignment) that are contained in 
the default template. 



New 



Ribbon [File] click the [New] button 
o To view the New dialog box 
o To view the workbook templates available to you 
Select [Blank Workbook] from the list of available templates 
Click [Create] 

o To create a new, blank workbook, based on the default template' 



Keyboard shorttLft: 

* [Ctrf] * N 

• To cj-ecl"£ c n^w , bianit ] 
workbook baJed ofi the 
default le.inp?ate 




• [Save] the new workbook in an appropriate location, with the file name 
'Rounders Club" 



Switch between open spreadsheets 



You now have two workbooks open - "Chess Club Records" and 
"Rounders Club". These are contained in two separate windows. You will 
now switch between these windows. 

• Ribbon [View] [Window] - click the [Switch Windows] button 
o To view your currently open workbook windows 

• Click [Chess Club Records. xlsx] 

o To view the "Chess Club Records*" workbook 



Switch j 1 
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Macros 
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Vou may like to know- 

The Taskbar wilt probably display all your currently open Excel workbooks. 
If they are shown side-by-side: 



• Click the workbook you wish to view, 

o In order to switch to that workbook 
If there is only one button on the Taskbar far Excel: 

• Click the Excel button 



o To view your currently open Excel workbooks 
• Select the workbook you wish to view 
o In order to switch to that workbook 




Exercise 5 Copy, Move and Delete 



This Exercise will copy the Students' names between worksheets in Xhess 
Club Records"; and between open workbooks into "Rounders Club". 

After this, you will delete the contents of cells. The Spring sheet was created 
by copying the Summer sheet. It contains details, such as the number of 
games won, which will not be relevant for the Spring term. You will, 
therefore, delete the contents of this cell range on the Spring sheet. 



Copy the content of a cell range between worksheets 

This will copy the students' last names and first names to the Members sheet. 



Ensure that you are viewing the 'Chess Club Records' workbook 
On the Summer sheet, select the range A2-B30 
Ribbon [Home] [Clipboard] - click the [Copy] button 
o To copy the selected range to the clipboard 



Select the Members sheet 
Select cell A1 on the Members sheet 
Ribbon [Home] [Clipboard] - click the [Paste] button 
o To paste the copied range to the Spring sheet, starting in 
cell A1 



Keyboard sliortcut: 

* [Ctrl]* C 

• To copy the range to 
the clipboord 



Keyboard shctrtcut: 

♦ {Ctrl] + V 

• To: pasta the copied 
ronge starting in the 
currently selected t 



1^ 



You will need to knom 

Copy the content of a cell range within a worksheet 

To copy the content of a cell range within a worksheet' 

• Select the cell range to be moved 

• Ribbon [Home ] [Clipboard] - click the [Copy] button 
o To copy the selected range to the clipboard 

• Select the top, left cell of the range into which you wfsh to move the range 

• Ribbon [Home ] [Clipboard] - click the [Paste ] button 

o To paste the copied range to the additional location, starting 
in the currently selected cell 



Paste 



Copy the content of a cell within and between worksheets 

The content of an individual cell is copied within and between worksheets in 
exactly the same way as a range, after selecting the individual cell to be copied. 



Move the content of a cell, cell rar^e within and between worksheets 

To move the content of a cell or range- 

• Select the cell or range to be moved 

• Ribbon [Home ] [Clipboard] - click the [Cut] button 
o To place the selected range on the clipboard 

o To view animated dotted lines around the cut range 




Keyboard shortcut: 

* [Cfr\] ■* X 

* To place the seiectsd 
range oft the eUpboorti 



Select the top, left cell of the range into which you wish to move the range 
Ribbon [Home] [Clipboard] - click the [Paste] button 
o To remove the cut range from its original location 
o To paste the cut range to the new location, starting in the 
currently selected cell 




Copy the content of a cell, cell range between open 
spreadsheets 



This will copy the students' names from the Summer sheet of the Chess Club 
Records workbook to the Rounders Club workbook. Although this is copying 
a cell range, the same procedure would be used to copy the content of a 
single cell between workbooks. 

• In the Chess Club Records workbook, select the Summer sheet 

• Select the range A2-B30 

• Ribbon [Home] [Clipboard] - click the [Copy] button I ^ 

Ma 

o To copy the selected range to the clipboard ^ ' 

• Ribbon [View] [Window] - click the [Switch Windows] button 
o To view the currently open Excel workbooks 

• Select [Rounders Club.xisx] 

o To view the Rounders Club workbook 

• Select cell A1 on Sheetl of the Rounders Club workbook 

• Ribbon [Home] [Clipboard] - click the [Paste] button f ■ 
o To paste the copied range to the Rounders Club workbook, | p^^^^ ' 

starting in cell A1 on Sheetl — 



Ycu will need to know: 

Move the content of a ceH, cetl raftge between open spreadsheets 
To move the content of a eel! or range between workbooks: 

• Select the cell or range to be moved 

• Ribbon [Home ] [Clipboard] - click the [Cut] button 




o To place the selected range on the clipboard 

o To view an/mated dotted lines around the cut range 



• Ribbon [ View J [ Window ] - chck the [ Switch Windows } bu ft on 
o To view the currently open Excel workbooks 

• Select the workbook into which you wish to move the selected range 

• In this workbook select the top, left cell of the range into which you wish 
to move the cut range 

• Ribbon [Home } [Clipboard] - click the [Paste] button 
o To remove the cut range from its original location in the other 

workbook 

G To paste the cut range to the new location, starting in the currently 
selected cell 




Delete cell contents 

This will delete the 'Games Won' numbers from the cells in column G in the 
Spring sheet of the Chess Club Records workbook, so that these cells are 
empty, ready to insert the actual games won figures once the Spring term 
takes place. 

• In the Chess Club Records workbook, select the Spring sheet 

• On the Spring sheet, select cells G3-G30 

• Ribbon [Home] [Editing] - click the [Clear button] 
o To view the clear options available 











Ctear Ail 




Ctear Formats 




Gear Contents 




Ctear Comments 



• From the drop down menu, select [Clear Contents] 
o To delete the contents from the selected range 
o To keep any formatting that has been applied to the selected range 

K^Eyboerd shortcut'' 

• [Dalete] 

• To deiete tht co ntents 
of the selected ronge 




Exercise 6 Edit and Sort 



This Exercise will edit the content of your worksheets in the Chess Club 
Records workbook. You will search for and replace content. You will also 
sort the students' names on the Members sheet into alphabetical order 
Finally, you will use the undo command. 

Edit cell content 

The Spring sheet was created by copying the Summer sheet. You will now 
change the content of cell L1 on the Spring sheet to show that these are the 
results for the Spring term rather than the Summer Term. 

• Select the Spring sheet 

» Select cell L1 of the Spring sheet 

• Click in the Formula Bar 

• Highlight the word 'Summer' and type 'Spring', then press [Enter] 
o To replace the word 'Summer' with the word 'Spring' 

You will need to know: 

Additional content can be added info a cell using the same procedure: 

• Click in the Formula Bar at the point at which you wish to insert additional 
data 

• Insert the data and press [Enter] 

o To complete entry of the additional data in the cell 



Use the search and replace command 

This will find references to Alice Martin on the Summer sheet, and change 
her first nanne to Alicia. 



Use the replace command 

• In the Chess Club Records workbook, select the Summer sheet 

• On the keyboard, press [Ctrl] [Home] 
o To go quickly to cell A1 



Ribbon [Home] [Editing] - click the [Find and Select] button 
o To view the find and select options 
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From the drop down menu, select [Replace...] 
o The [Find and Replace] dialog box will open, with the Replace tab 
selected 

In the [Find what:] field, type "Alice" 
In the [Replace with;] field, type ''Alicia" 
Click the [Find Next] button 
o To find the first cell containing the word 'Alice' 
If necessary, keep clicking [Find Next] until you find a cell containing Alice 
Martin's first name 



Kty^ard shortcut: 
. ICfrlJ * H 

- To opeti Ihe Find and 
Jieplate diolo^ box with 

the Rgpkicg tab 
selected 



• Click the [Replace] button 

o To change the entry in the current cell from Alice to Alicia 
(The initial capital will be retained in the replaced word) 

o To change the cell containing Alice Martin's full name to Alicia Martin, 
as this cell refers to the cell containing Alidads first name 

o To select the next cell containing 'Alice' 

• tf this entry does not refer to Alice Martin on the spreadsheet, click [Find 
Next] to select the next cell containing 'Alice' 

• Once you are happy that all instances of Alice Martin's name have been 
changed, click [Close] 

o To close the Replace dialog box 

find and Replace I |ipj£^J 

Find what: Ak£ 
Replace vv^th: .iloa 



I [ 

Vati Will need to know: 
Selecting [Replace All] would replace every instance of the word Alice on the 
worksheet As is the case on this worksheet, you may not want to change every 
instance automatically - as some of the entries refer to Alice Richards rather 
than Alice Martin 

Selecting [Find All] would produce a list of each cell that contains Alice* 
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You will need to know: 
Use the search command 

The Find option in the Find and Replace dialog box will enable you to search for 
content in your worksheet, without replacing it with something else 

• Ribbon [Home] [Editing } - click the [Find and Select] button 
o To view the Find and Select options 

• From the drop down menu, select [Find,,,] 

o The Find and Replace dialog box will open with the Find tab selected 

• In the [Find what:] fieH type "Alice " 

• Click the [Find Next] button 
o To find the first cell containing the word 'Alice' 

• Keep clicking [Find Next] until you find the instance of the word you are 
looking for 

• / Close ] the Find and Replace dialog box 



Rnd «nd Replace 





Fi[d what: 











• To open the Find and 
Repbc^ dFQfa^ box w^th 
the Find tab setecled 



Sort Q cell range 

This will sort the students' names on the Members sheet in alphabetical order 
by the 'Lastname' column. 

Because the students' last names and first names are in a list, with no blank 
rows or columns in the list, it is possible to sort both columns after selecting 
one of the cells in the column that you wish to sort by. Excel looks at the 
rows and columns surrounding the current list and determines the extent of 
the list, by stopping when it reaches an empty row or column. It will assume 
that the top row is a header row, and will not include it in the sort, 

• In the Chess Club Records workbook, select the Members sheet 

• Select one of the cells in column A that contains a last name 
o To specify that this is the column you wish to sort by 

• Ribbon [Home] [Editing] - click the [Sort & Filter] button 
o To view the sort and filter options available 
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• From the drop down list, select [Sort A to Z] 

o To sort columns A and B into ascending alphabetical order by the last 
names in column A 

fti^t click; 

• Select sort 
sub-meny 



You mil need to know: 

Sort in descending alphabetic order 

Ciicliing the [Sort Z to A] button will sort the fist in descending alphabetical 
order 

Sort in ascendity and descending numerical order 

If the column by which you wish to sort contains numbers, rather than words, 
the drop down menu of the [Sort df Filter] button will display [Sort Smallest to 
Largest] and [Sort Largest to Smallest] buttons, in order to sort by the 
numbers. 
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Use the undo and redo command 



It is possible to 'undo' actions you have carried out within Excel. You can 
undo as many actions as you wish - but have to include all actions carried 
out since the one you wish to undo. If, after undoing an action, you wish to 
retain it, it is possible to 'redo' actions. 



Undo sorting the list 

• On the Quick Access Toolbar, dick the [Undo] button ^ 
o To return the list to its order before it was sorted 



Redo the sort 

• On the Quick Access toolbar, click the [Redo] button 
o To resort the list in ascending alphabetical order 



The Redo button will be greyed out until you have used the Undo button 



you may like to know 
Sj^BW Undo several actions i 

• On the Standard toolbar, click the drop down arrow to the right of the 
[Undo] button 

• Scroll down through the list of actions until you have highlighted all those 
you wish to undo 

• Click on the earliest action you wish to undo 





Redo several actions: 

• On the Standard toolbar, click the drop down arrow to the right of the 
[Redo] button 

• Scroll dawn through the list of actions until you have highlighted all those 
you wish to redo 

• Click on the earliest action you wish to redo 



Ensure that anything you have 'umiam* is 'redane'l 



Exercise 7 Use minimum, maximum functions 

This will use the MIN and MAX functions to show the lowest number and the 
highest number of wins for any chess club member in the Summer Term, as 
listed in rows 3-30 of column G - the [Games Won] column. 



MIN function 

The MIN function you will use will look like this: 

=MIN(G3:G30) 
This will look for the smallest number in the range G3-G30 



On the Summer sheet, in cell P3, type "Lowest number of wins" and 
press [Enter] 



• Press the [Align Text Right] button 

o To right align the text in this cell 

• In cell Q3, type =MIN(G3:G30) and press [Enter] 

o To look for the minimum (lowest) entry in cells G3-G30 

o To display in cell Q3 the lowest number of wins for any club member 

MAX function 

The MAX function you will use will look like this: 

=MAX(G3:G30) 
This will look for the largest number in the range G3-G30. 



In cell P4, type "Highest number of wins" and press [Enter] 
Press the [Align Text Right[ button 
o To right align the text in this cell 
In cell Q4, type =MAX(G3:G30) and press [Enter] 
o To look for the maximum (highest) entry in cells G3-G30 
o To display in cell Q4 the highest number of wins for any club member 



Loti/es( number of v^ins 5.0 
Hifli^si number of wins =MAX(Q3:G30]| 



Exercise 8 Use the logical function IF 

This exercise will insert a column which will be used to show those chess 
club mennbers who have performed well during the term. It will indicate that 
all members who have won at least 13 games should receive a Certificate. 

Insert a column 

• On the Summer sheet, move the pointer over the column header for 
Column H and click 

o To select that column 

• Ribbon [Home] [Cells] click the [Insert] button 
o To insert a new Column H 

• In cell H2, type the heading "Certificate?" and press [Enter] 

The IF function 

The IF function will be used for this exercise. It will look like this: 
=IF(G3>=13;'Yes';'') 

The function will work out the following: 

"IF a member has won at least 13 games, insert "Yes" in the 
Certificate column; if not, leave the column blank for that member" 

There are 3 arguments within the IF function - each separated by a comma. 

• The first argument specifies the criterion to be met - in this case "look in 
the Games Won cell for the current chess club member (G3) and check 
whether the Games Won figure is greater than or equal to 13" 

• The second argument specifies what value to put in the current cell if the 
criterion is TRUE - in this case "if the Games Won figure IS greater than 
or equal to 13, put the word 'Yes' in the Certificate cell" 

• The third argument specifies what value to put in the current eel! if the 
criterion is FALSE - in this case If the Games Won figure IS NOT greater 
than or equal to 13, leave the Certificate cell blank". 



Insert the IF function 




• In cell H3, type =IF(G3>=13;Yes^"") and press [Enter] 
o To insert the IF function 

o To check whether the figure in cell G3 is greater than or equal to 13 
o To insert Tes' in cell H3, if the figure is greater than or equal to 13 
o To leave cell H3 blank, if the figure is not greater than or equal to 13 

The empty speech quotes ("") shown for the third argument mean leave the 
cell blank\ 

you may like to know 
Comparison Operators 

The first argument in this IF function uses the comparison operators 

y (greater than) and (equal toX to check whether the number of games won 

is 13 or more 

It is aiso possible to use the '<'(less than) operator in functions, to check 
whether a value is smaller than a given figure. 



Copy function to other rows 

• Select cell H3 again 

• Use the Auto Fill cross, to copy the calculation down as far as cell H30 
o To insert the word 'Yes' into any of these cells where a chess club 

member has won at least 13 games 
o To leave the remainder of these cells blank 
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Exercise 9 Close Excel 

• Ensure that you have saved your updated workbook 

• Ribbon [File] click the [Exit] button ^ g 
o To dose down Excel as well as any open 

workbooks 

o If you have any open workbooks that have not been saved since they 
were last updated, a warning box will open for each of these 
workbooks in turn, asking if you want to save the changes you made 
to the workbook. 




Example 6 - Chess Club Records 



This Example uses the Chess Club Records workbook from Example 5. You 
will amend the page setup and print options before outputting parts of the 
document to the screen and printer. 
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Exercise 1 Open Microsoft Office Excel 

• From the Task Bar at the bottom of the screen, click the [Start] button 

• Select [All Programs] [Microsoft Office] [Microsoft Office Excel] 

D Microsoft Excel will open, with a new, blank workbook on screen 



Exercise 2 Open a spreadsheet and save under another name 



Open a spreadsheet 



• Ribbon [File] click the [Open] button 



Open 



o To open the Open dialog box 

• Navigate through the drives and folders in your filing system and select 
your exercise file location 

• From the list of folders in your exercise file location, select [Module 4] 

• in the Module 4 folder, select the file named "Chess Club Records 
Example 6" 



Save the spreadsheet under another name 

• Ribbon [File] click the [Save As] button ^ save As 

o To open the Save As dialog box ' 

• In the [File name:] field, type an appropriate name for your workbook 

• Within your filing system, select an appropriate folder 



Once you have saved your file in this way, your updates will be saved in the 
new folder, under the new name, and the original exercise file will be 
unchanged. 



• Click the [Open] button 

o To open the workbook on screen 




• Click [Save] 

Q To save the workbook with a new name in the selected 




Don't forget to [Save] your workbook at regular intervals! 



Exercise 3 Setup 



This exercise will amend the page setup of the document, in preparation for 
printing at a later stage. 

• Ribbon [Page Layout] [Page Setup] 

o To view the page setup buttons - to be used for the following actions 

Change worksheet margins 

• Click the [Margins] button 
o To view 3 preset margins options 

• Click [Custom Margins.. J 
Q To view the [Margins] tab of the Page Setup 

dialog box 

o To view the fields where the |Top], [Bottom], 
[Left] and [Right] margins can be amended 

• In the [Center on page] section, click 
[Hohzontally] and [Vertically] 

o To place the table in the centre of the page when it is printed 

• Click [OK] 
o To close the Page Setup dialog box 
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Change worksheet orientation 

• Click the [Orientation] button 

o To view the [Portrait] and [Landscape] options 

• Click [Landscape] 

o To change the Orientation from [Portrait] to 
[Landscape] 

Change paper size 



• Click the [Size] button 

o To view a list of different paper sizes 

• Ensure the correct [Paper size:] for your printer is 
selected 
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Adjust page setup to fit worksheet contents 

• Ribbon [Page Layout] [Scale to Fit] - click the up or 
down arrow to the right of the [Scale] field 
o To adjust the size of the table on the page when 
it prints 

Adjust to a specified number of pages 



• Amend the [Width] field to [1 page] 

o To adjust all the data to fit across the width of 
one printed page. 
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Amending the [Height] field to [1 page] as well would fit all the data on one 
page. However, if too many columns and rows are fitted on a page, a 
document can be extremely difficult to read when it prints out. 
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As mentioned on Page 6, you may find it easier to carry out the folloiwng 
exercised in [Normal] view, rather tlian the current [Page Layout] view. To 
change to [Normal] view; 

• Click the [Normal] view button at the bottom right of the 
Status Bar 




You may like to know: 

The Page Setup dialog box 

Ribbon [Page Layout J [Page Setup] - clicking the dialog box launcher at the 
bottom right of the Page Setup group will open the Page Setup dialog box, with 
tabs to access all the page setup options. 



Page Setup 
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Headers and footers 



Headers and footers contain text that will appear at the top (header) and/or 
bottom (footer) of a document when it is printed. Entries can be put in text 
boxes that are preset at the left, centre and right of the header and footer. 

When headers and footers are inserted into a document, the worksheet will 
change to [Page Layout} view. The document will be viewed on screen page 
by page, as it will print out. You can continue to woft in this view, or can 
return to [Normal] view by clicldng the appropriate [View] button 
at the bottom right of the status ban 

Add, edit, delete text in headers, footers 

• Ribbon [Insert] [Text] - click the [Header & Footer] button 
o To view the header, containing 3 text boxes to the left, 

centre and right of the header, with the centre text box 
currently highlighted 
o To insert the cursor in the centre text box of the header of the 
workbook, ready to input header text 

• Type your name in the header 

• Ribbon [Design] [Navigation] - click the [Go to Footer] 
button 

o To move the cursor to the footer of the workbook 



You will need to know: 
Edit or delete text in headers, footers 

To edit or delete heoder and footer entries, move the pointer over the relevont 
entry, click in the appropriate place and amend or delete the entry as 
necessary. 
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Insert and delete fields in headers, footers 

Fields can be input into headers and footers that will be updated each time 
the workbook is saved or printed, 

• Click the left text box in the footer 

• Above the ribbon, click the [Header & Footer Tools] ^ I 

*^ ., Header &L Footer Toof5 

tab L...^=^_^= — 



o To view the header and footer tool buttons under the [Design] tab 
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The [Header and Footer Elements] group enables you to input fields into the 
header or footer, such as: 

o page numbering 

o date, time 

o file path and name 

Q worksheet name 

• fn the left text box, type Xlub members as af , followed by a space 

• Click the [Current Date] button after the space 

o The field code will be displayed. This will change to the appropriate 
text when you leave the header and footer 

• Click the centre text box and add a second, different field from the 
[Header & Footer Elements] group 

• Click the right text box and add a third field from the [Header and Footer 
Elements] group 

• Use the vertical scroll bar to move up the workbook and click somewhere 
in the table 

o To close the header and footer and return to editing the workbook 



Exercise 4 Check and print 



This Exercise will check, preview and print different parts of the workbook, 
using the worksheet margins, orientation and page setup that you have just 
changed. 

Other print settings will be adjusted, such as printing gridlines and row and 
column headings, and repeating title rows on each printed page. 



Check and correct spreadsheet calculations and text 

It Is important to check the content of any spreadsheet before printing- It is 
very easy with a spreadsheet to assume that the answers shown must be 
right because the spreadsheet has done the calculation. Therefore, before 
previewing the sheet, it is possible to audit the cells, to show up common 
errors that may have occurred In the calculations, Spellcheck will check the 
text. 



ABC 
Spelling 



Spellcheck 

The Spelling dialog box will only open if there are errors in the current 
document. 

• Press [Ctrl] + [Home] 
o To return to the beginning of the worksheet 

• Ribbon [Review] [Proofing] - click the [Spelling] button 
o If there are any errors in the worksheet, the Spelling dialog 

box will open 

o Suggested corrections for the first error will be displayed 

• Select the correction you require 

• Click the relevant button, as explained below 

The options available in the Spelling dialog box will vary, depending on the 
type of error found 

• Click [Ignore Once] 
o To retain your current spelling/grammar in this instance 



Keyboard sh£)H£ut: 
MF7J 

• To begzp a spall check 



Click [Ignore All] 

o To ignore all instances of this spelling in the worksheet 
Click [Add to Dictionary] 

Q To add your spelling to the Excel custom dictionary 
Click [Change] 

o To change the spelling of this word in the worksheet to the highlighted 

suggested amendment 
Click [Change All] 

o To change the spelling of all instances of this word in the worksheet 

to the highlighted suggested amendment 
Click [Delete] 

o To delete a repeated (duplicated) word in a cell 



When the check is complete a dialog box message will be displayed: 
• Click the [OK] button 



o To close the message 
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Error Checking 

It is important to look through worksheets yourself, to check whether any 
answers shown are obviously incorrect, and may, therefore, contain an enror 
in the calculation. 



However, certain common errors can be checked for by Excel. By default, 
these errors will be checked for as you enter data and calculations into the 
workbook. Any potential errors will be indicated by a coloured rectangle at 
the top left of a cell. 



To deal with a cell containing an error indicator; 

• Select a cell containing an error indicator 
o The error checking button will be displayed next to the cell 

• Move the pointer over the error checking button 

o To display a message, describing the potential en-or 

• Click the drop down arrow to the right of the error checking button 
o To view the options available for that error 

• Select the appropriate option for this cell 

D If you select [Ignore Error], the error will be permanently ignored in 
this cell, even if you do a manual error check 



'r)ii*i«a*«»wl >»* 5yli i iiii « i« .WIMt- wp««<««>!r«j<Wi«w»»i«,l 

■t- ■ -I'-- 



t il H to*IT*V**| 



The Excel Options dialog box enables you to choose whether errors are 
checked as you enter data, or only when you manually carry out an error 
check. You can also select which common errors are checked. 



To select error checking options: 

• Ribbon [File] - click the [Options] button 
o To open the Excel Options dialog box 

• In the left pane of the Excel Options dialog box, select [Fornnulas] 
o To view the options available for formulas 

In the Error Checking section: 

• Ensure there is a tick in the [Enable background error checking] field 
o If you want error checking to be carried out as you enter data and 

calculations into workbooks 

• If you have previously selected [Ignore Error] for any cells containing the 
en-or indicator, click [Reset Ignored Errors] 

0 If you wish to show these errors again 

• Click the drop down arrow to the right of the [Indicate enrors using this 
colour:] field 

o To select the colour you wish to use for the error indicator 
In the Error checking rules section: 

• Ensure there is a tick to the left of each rule that you wish to be checked 

• Move the mouse pointer over the [ ] to the right of any rule 
o To see an explanation of that rule 

More detailed explanations of the rules can be found in Excel Help 

• Click [OK] 

o To close the Excel Options dialog box 




If you have turned off background error checking, the following will manually 
check for those errors ticked in the Excel Options dialog box. 

• Ribbon [Formulas] [Formula Auditing] - click the ^ Error Cht citing ' 
[Error Checking] button 

o To begin the error check 

o To display the Error Checking dialog box if an error is found 

• Choose the appropriate option from the Error Checking dialog box and 
click [Next] 

o To search for the next error 

• When the message [The error check is complete for the entire sheet] is 
displayed, click [OK] 

o To finish the error check 
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Preview a worksheet 



Previewing a worksheet is very useful, as the screen does not show what the 
printed page will look like. First, you will preview the entire Summer 
worksheet. 



Ribbon [File] click the [Print] button 
o To open the Print dialog box 
o To view the print options 

o To preview the Sumnner worksheet on screen as it would print 
At the bottonn of the dialog box, use the left and right arrows 
o To move between the pages of the worksheet 
o To see how the worksheet would currently print out 
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Turn on, off display of gridlines for printing 



Ribbon [Page Layout] [Sheet Options] - click the [Phnt] button in the 
Gridlines section 

o To insert a tick in the Gridlines [Print] field 
o To include the gridlines when the worksheet is printed 
Click the [Print] button again 
o To remove the tick from the Gridlines [Print] field 
o To turn off the printing of gridlines 
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Print with gridlines 
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Print without gridlines 



Turn on, off display of row and column headings for printing 



Ribbon [Page Layout] [Sheet Options] - dick Ihe [Print] button in the 
Headings section 

o To insert a tick in the Headings [Print] field 

o To inciude the row numbers and column letters when the worksheet is 
printed 

Click the [Print] button again 

o To remove the tick from the Headings [Print] field 
o To turn off printing of row numbers and column letters 
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Print with column headings 
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Print without column headings 

You may iike to know' 

Viewing gridlines and headings on screen 

You con turn off tfie viewing of gridlines and headings on screen, by removing 
the tick from the Gridlines and Headings [View] fields above the [Print] fields. 



Apply automatic title row printing 

When printing worksheets containing long lists, it is useful to repeat specific 
rows as titles at the top of each printed page. 

You will change the setup for the Summer sheet, to repeat rows 1 and 2 on 
each printed page. 



Print 
Tftfis 



Ribbon [Page Layout] [Page Setup] - click the [Print Titles] 
button 

o To view the Page Setup dialog box with the Sheet tab 
selected 

In the [Rows to repeat at top:] field of the Print Titles section, type "$1 :$2" 
o To specify that you wish to repeat rows 1 and 2 on each printed page 
Ctick [OK] 

o To close the Page Setup dialog box 
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you may like to know: 

The [Columns to repeat at left:] field will repeat columns on each page. 



V 



^ you may like to know: 

Click the [Collapse Dialog] button at the right of the title fields, to 
select from the worksheet the rows and columns you wish to repeat Then, 
click the [Collapse Oialog] button again to return to the Page Setup dialog box 



You may like to know: 
Page Setup dialog box 

• (Gibbon [Page Layout } - click thefPage Setup ] dialog box launcher 
o To view the Page Setup dialog box at any time 



Move between the tabs of the Page Setup dialog box 
o To adjust the page setup options as required 
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Page setup whilst previewing 

The Page Setup dialog box can be opened from 

the Settings section of the Print dialog box: 

• Ribbon [File] click the [Print button] 
o To open the Print dialog box 

• At the bottom of the Settings section of the 
Print dialog box, click [Page Setup] 

o To open the Page Setup dialog box 
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Print 0 selected cell range 



You witt now print the club member details from the Summer sheet. 



Select the range A1-I30 

o This is the range containing the details for each club member 
Ribbon [File ] click the [Print] button 
o To view the Print dialog box 
o To preview the worksheet 

In the Settings section of the Print dialog box, click the drop down arrow 
to the right of [Print Active Sheets] and select [Print Selection] 
o To specify that you wish to print the currently selected range 
Click [OK] 

o To print the selected range to the default printer 
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• To open the Prir-t dialog I 










'^.-r^^ 














ft is*: ' 
















You may like to know: 



Set the prmt area 

It is passible to *sef the print area, so that the range specified as the print 
area is automatically printed or previewed, without you selecting the range each 
time: 

• Select the range you wish to set as the print area 

• Ribbon [Page Layout] [Page 5e tup] - click the [Print Area] button l:T^ 
o To view the Print Area options 



Clear the print area 

• Ribbon [Page Layout] [Page Setup] - click the [Print Area] button 
o To view the Print Area options 

o To see that [Add to Print Area] has been added to the options, now 
that a print area is set 

• Select [Clear Print Area] 

o To clear the print area that was set r— ^ 



Select [Set Pnnt Area] 

o To set the specific range to use each time you print 
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Print a selected chart 



You will now print the Games Won chart from the Summer sheet. 

• Select the Games Won chart 

• Ribbon [File] click the [Print] button 
o To view the Print dialog box 

o To preview the worksheet 

• In the Settings section of the Print Dialog box, ensure that [Print Selected 
Chart] is selected 

o // should already be selected, because you selected the chart before 
opening the Print dialog box 

• Click the [Print] button 

o To print the selected chart to the default printer 





You will need to know- 
Print the entire worksheet 

To print an entire worksheet- 

• Select the sheet you wish to print 

• Ensure the page setup options hai^e been set far the worksheet 

• Ribbon [File J click the [Print] button 
o To view the Print dialog box 

• In the Settings section, ensure [Print Active Sheets] Is selected 

• Click[OK] 

o To print the current sheet to the default printer 

Print the entire sf^eadsheet 
To print the entire workbook' 

• Set the page setup options for all the worksheets In the workbook 

• Ribbon [File] click the [PnntJ button 
o To view the Print dialog box 

• J/7 the Settings section, select [Prmt Entire Workbook] 



Click [OK] 



To print the entire workbook 
to the default printer 




To print more than one copy of your 
print selection: 

• In the [Copies:] field of the Print 



Print a number of copies of a 



worksheet 



dialog box, type the number of 
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copies to print 
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Click [OK] 




Exercise 5 



Close Excel 



• Ensure that you have saved your updated workbook 

• Ribbon [File] click the [Exit] button 



o To close down Excel as well as any open workbooks 
o If you have any open workbooks that have not been saved since they 
were last updated, a warning box will open for each of these 
workbooks in turn, asking if you want to save the changes you made 
to the workbook. 




